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ABSTRACT , 

Policies and procedures for the iapleeentation of 
five concepts as steps in'the articulation of ▼ccational education 
programs are presented. Part I of the docuaent provides an 
introduction^to the project and guide developeent. Part II, organized 
into six sections, contains the iepleientation procedures. The first 
section, "lapleientation of Concept I" (policy guidance, 
coMunication, and support) includes the areas of area 
vocational/occupational education advisory coiiittee, institutional 
visitations by teachers and students, and local arda guidance 
l^ounselors. The second section discusses adainistrative policies 
related to articulation, e.g., advanced credit to occupational 
qualifications, credit for work or ailitary experience, and resource 
sharing. lapleaentation' of Concept ir (standardized instructional 
content) is presented *in \section 3. Topics covered include aethod of 
developing task inventories, the instructional objectives guides, and 
developaent of an instructional block. Section 4 discusses the 
iapleaentation of concept III (perf oraance standards) , including 
develo.paent and recording of perforaance standards and standardized 
perforaance standard references. Section 5 discjsses the 
iapleaentation of concept I? (advisory coaaittels) including purpose 
of local area advisory and prograa coaaittee and occupational advisor 
functions. The concluding section presents t^e iapleaentation of 
concept ? (evolution, recognition of job gualif ications, andr^avarding 
of advanced status credits). The appendixes coaprise a ae^jor f)ortipn- 
of the docuaent and include saaple foraat and content of the 
instructional objectives guides- Alsa available are the Project 
rrtint (CE 019.108) and Instructional Objective Guides (CE 019 
ySiL il). (JH)' ' . 
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Background ; Articulation of vocatlonal/occupatlon#iyaducatlon prograas 
badftan high achoola and connunlty coll^gaa/tjichidcalVinatltutaa haa baan 
tha aiibjact of dlacuaalon In aducatlonal^c^t^aa for qimy yaara. In nora 
racant tlnaa, tha aubjact hia bacona tb^ objact nitlonvlda concam. aa 
vail aa poaltiva affort. Govamaan^ agandaa at both tha Fadaral ahd 
Stata laval ara on racord aa advo^tlng tha naad for articulation of auch 
prograaa. 

On 4 March I97l), tha Noi^h Carolina Stata Board of Education laauad Ita 
policy aupporting articulation. That policy vaa Incorporatad Into tha 
NorA Carolina Adminlatratlva Coda on 5 January 1978 undar Tltla 16, 
DapArtinant of Pxi>llc Education, Chaptar A Connunlty Collaga Systam; 
Sti>diaptar 4B 4 Educational Programa, Public Schoola and Coonunlty Collaga 
Syatana; Paragtm^ .0501 of Sactlon .0500 - Articulation. HTla Pollclea 
and Procaduraa ^taidii^ fi[onalaj;int with and Inplamanta that -portion of tha 
coda dtad. ' Tha NortiT^VirSlIna Stata Advlaory Council on Vocational 
Education haa addfd Itf.aupport to auch action. Furthar, official aupport « 
for articulation 1^ North Carolina la to ba found^ln Paragraph^, Pa^2 7 
of tha paaphlat tit lad "Statamanta of Phlloaophy for Tha North Carolina 
Co^pnnlty Collaga Syatan", laauad by tha Stata Board of Education, Ralalgh, 
N.cyOctobar 1977. 



rflnltlon of Articulation ; To proylda a coonon baa la for undaratandlng 
and for the; purpoaaa of thla document, articulation of vocational/ 
occi^tLonal education prograna la defined aa tha action reeultlng from 
pollclea and procaduraa employed to provide for ; 

1) Vocational /occiq)atlonal p1?Qgram alignment and continuity 
In a given occupatlonal/area between high achoola and 
connunlty colleger/technical Instltutea conducting the 
program; 

• 2) Skllla and retSKed technical Information required by the 
atTident to achieve amooth t rang It Ion through the various 
levels of educational experience In that v^rogram; 

3) Transition of the student from one educational level to 

another In a given occupational area* without unneceaaary ( 
administrative delay or dig)llcatlon of effort s and 



4) lafcroved CO— ORlcatlon and cooperation . between Inatltutlons, 
school systems and communities at both local area and atate 
levela% that llhare Intereat In the same occupational pro- 
gram(^. 



The above dc^flnltlon Is recognised by many occupational educators nationwide. 
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Thi "Open Door*' Adadiiion> Policy and Articulation ; Tha North Carolina' 
fubllc Tachnlcal Inatttutaa and Conoamlty Collagaa Syatan moat by lay 
practlca tha "Op»n Door" policy of adslMlona * Thla policy raqulraa that 
vocational/occupational prograa Instruction conductad by thaaa Institu- 
tions start at tHp baglnnsr^a lavl > Aa a rasult, many vocational/ 
tachiiical coursas hava Instructional contant coianon to thosa of tha 
vocatlohal coursas conductad In tha coaprahanslva hlfl;h schools of tha ^ 
North Carolina Systam of Public Elamantary and 8acondary Schoola^ For . 
thia^raaaon, It la assantlal that articulation be practiced In North Carolina. / 

« 

The Articulation Project ; The North Carolina State Board of Education 
approved the Initiation of a Department of Connunlcy Colleges research and 
development project which started on 1 September 1974/ entitled ''Articu- 
lation of Occupational Education Programa Between Secondary Schoola ^nd 
Comnpilty Colleges /Technical Institutes'*. The agencies Initially cooperating 
to /onduct this project were Duplin County Public Schools and James Sprunt 

s/h^ical Inatltute of Kenanavllle - an articulated effort Itself. This 
preset was coordinated by the North Carolina Occupational Reae^rch UnlUt 

The purpose of this project vas to develop a comprairenalve model j)lan for 
the articulation of pii>llc hl^ "achool vocational eduction programs with ^ 
the oqcupatlonal sducatlon programs of the tedinlcal Inhtltutea/commtmlty 
colleges which could "serve as a guide for articulation ef forte throughout 
the State t The Duplin County Public ScHools/ James Sprunt Technical Ino^l- 
tute action resulted In the loca-1 adoption and application of five basic 
concepts for articulation from which Implementing policies and procedures 
'^ere developed. 

By the summer of 1975 through the Joint efforts of the participating high 
^ school and technic^ Institute vocational/ technical teachers and Instruc- 
tors, the supervisors and craft advisors ^(employers and workers In the occu- 
pations), (with project coordinator guidance) five documents Itfentlfled as 
Instructional objectives guides wer^developed for as many programs. 
These guides were designed to providers common reference for use by the 
educators and teachers concerned at both levels of education to ensure that 
the Instructional content and performance standards applied in coimnnn» ^ 
courses of Instruction were the same. An articulation policies and f^R- 
cedures guide waa also developed by 1976. It was Vased upon the experiences; 
the concepts, policies and procedures that evolved a^d were adopted during ^ 
the development of the Instructional objectives guides. 

I 



NOTE: For purposes of clarity and accuracy, vocational education and 
, teachers refer to the hl^ school level » whereas occupational \ 
education (In most Instances) and Instructors refer to comAmlty 
college/ technical Institute programs and personnel. 
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Bxfniion and ImaMlott- of Tha Duplin Coopty ArtlcuUtion >r«»^6ct s Starting 
1 ^uimt im^tha PupUa Cois^ Schoola/Jaaaa Sppsfnt Ia~eh^^4i«i ^tltuta 
J projact waa axeanda^ for tiro yaart. vlth tha fundlni provtdad by both tha 
Daparcaant of CoammUy Collataa'and tha Dapartaant of PubXi* rnttructlon. 
At thia tina Sanpaon Tachnlcal Inatitut^ alao antarad into an articulation 
agraaaant vlth tha Duplin County ^hoola to n^ovida continuity for an artic- 
ulatad prograa nAlongar conductad by JaMa Sprunt Tachnlcal Inatituta. 
Tha projact func^ona vpra alfo kxtandad to provida tachnlcal aaaiatanca to 
othar local' aratt in tha Stata intaraatad in initiating articulation actlvi- 
tiaa. 

In rMponse to tha 0lHx for technical articulation aaelatanca, during tha 
period July 1976 to March 197§, achoola ayateM located In Cu^erland, ^ 
Martin, Peraon, Mitchell, Avery, Yancey, W^hlngton and Wayne Countlea 
entered Into^tlculatlon agreemnta ^th the technical Inatltute/conmunlty 
college(a) tliat aerve then. There vere 8 cdnunlty collegea /technical 
inatltutea and U city and county achool ayatene Involved vlth and aupported 
by the project vhen It teralnafted. 



Vocational teachere and occupational education. Inatructor repreaentatlvea 
trom moat of the achool ayateae and coiMmlty conegea/ technical Inatltutea 
Involved In the articulation project set lA fcatelah In July 1977 (together 
vlth ereft advlaora from. their areaa) to rdbpjae . update and refine the Duplli 
Area dev eloiAid InaFructlonal gblectlvea auidea for Automotive Mechanlca a 
Drafting and Executive Secretary /Buaineaa Iduc'atlon Profcrama a State ataff 
peraonnel from both the Detartment of Public Inatructlon and the Department 
of Community Collegea pkrticinat(|el In thia effort. The reault of the Joint 
action vaa the development of |hi<Mi "State Pilot Model" ijatructional 
objectivea guidea for the prayrame conceined that tfould be uaed in the 
articulation of aubject matter by all participanta<; 

Policies and Procedurea Cuide Develonjeent : ^Thia documentr la an effort to 
provide a Stete Pilot Model for artlcblat^on policies and procedurea. It 
is the result of the combined input ox peuonnel at all levela of educatirtm 
directly involved in the Artlci^atlon Project or With internet In the artic- 
ulation of vocational /occupational education programs between the ^igh 
schools and the community col].i%ea/ technical inatltutea of the State. Such 
persona vere aake^^ to revlev^and comment on^ the draft copy of this guide. 
It too is baaed upon the guide originally developied in ^Duplin County. 
Research efforts and studies conducted on t^e_S3ioJe^ o^ articulation in 
North Carolina, Minnesota, T^a^, Michigan and^ Washington, plus the Voci^- 
tloi^al-Technical Education Consortium of Statea (V-TECS) have been uaed as 
supportive references in the development of this guide. Tl(e concepts for 
articulation 'that have be^ uaed as the bases for the ArtldblaiS^on Research 
Project vere developed in the reaearch copducted by Qarlyle'P.yWoelfer In 
preparation of a doctoral diamertation, 'a Study of Concepta, Policies and 
Procedures to Accomplish Vocational-Technical Education Program Articulation 
Between Secondary Schoola and Ina^tutions of the Community College System 
of North Carolina**, North Carollna^^tat4 Universiiiy, 1977. (Copyright 
1978 - used with permission of 4uthor.) The pamphlet ' 'Student Articulati on 




I 

Beiwon S^cuiidTV and Pont-SocondTV Ethicatlon" , by _MclClnn©rnay , J. » 
ttiunym, RI And T6dd. H.R., T«XM AUt University, Juna 1974, U.S. Suporln- 
tmndiint of Documncii #1780-01294, can b« u««d n nupplemtint to thin gutc^., 

\ . ' ' . 

' Articulation Conopf and lUtJpnale ! Th« policial* and procodurea that arc 
detailed In PartMI oC thla gulda Are baaed upon and grouped according to 
thttlr relatlonahlp to tha concapta of articulation. The concepta are atated 
below together with their rationale aa a neana. of providing the background 
for the pollclea and proceduraa which Inplament the concepta. 



CONCEPT 1 : JOINT POLICIES AND PROCEDURES ARE REQUIRED FOR SUCCESSFUL ARTIC- 
ULATION OF VOCATIONAL/OCCUPATIONAL .EDUCATION PROGRAMS BETWEEN 
HIGH SCHOOLS AND THE COMMUNITY COLLEGES/TECHNICAL INSTITUTES. 
SUCH POLICIES AND PROCEDURES SHOULD BEtlSSUED FROM THE HIGHEST 
LEVEL ftp EDUCATION COORDINATING THE PROGRAM. THEY MUST INC^UDE 
PROMOTION OF CONTINUING ACTIVITIES SUCH AS COFWUNICATION , 
/ COORDINATION, JOINT PLANNING AND MUTUAL SUPPORT OF ARTICULATI ON 

BY ALL CONCERNED . 

/ J ^ 

Rationale - Conceiyt I ;. Studies and ^xparianca have ahovn that there is a 

need for detailed guidance to iflq>lensfit the articulation of vocational/ 
occupational education program subject matter. This is further complicated 
by the varying perceptions and basic knovle<fge that educators have pertaining 
to articulation. Connunication betveen all parsons involved .at all levels 
is essential to the procefto of articulation. Articulat i^on guidance must be ^ 
prepared and issued as a joint effort (properly from the Strfj^^leVel of edu- 
cation) to be binding 6n all involved in axv^arCiculMt ion actlvi"^. A vide 
variety o^ policies and procedures and artlculdud trogram guideV^pr the 
same voc^ional/occupatlonal education program, each developedjut^^dif fejrent 
local area, would be counterproductive to the effort, as wel)<as confusing, 
a duplication of effort and costly. Maximum effectiveness ^d involvement 
are normally achievcjd If statevl^e user tnput from both the secondary and 
post-serOirtlrsy levels is utilised to develop vocational/occupation^ education 
proRrams as veil as joint operational policies and procedures for articulation 
In addition to the Joint State level policies, directives, coordination and' 
support, there Is also a need for binding local area commitment to articula- 
tion in the form of joint local area articulation agreements in drder to 
achieve full cooperation from most of the participants at both levels of 
education. Since a purpose of program articulation is to preclude student 
duplication of effort, this should extend to preclude duplication of effort -in 
program development . . 

CONCEPT I IT STANDARDIZATION OF VOCATIOHALV OCCUPATIONAL EDUCATION PROGRAM 
COMMON OCCUPATIONAL SUBJECT MATTER. BASED UPON INDUSTRY 
VALIDATED JOB TASK INVENTORIES WHICH SPECIFY THE COMPETENCIES 
^ . REQUIRED FOR ^OB QUALIFICATICN, IS NECESSARY *TF LOCAL AREA OR 

STATE ARTICULATION OF A PROGRAM IS TO BE ACHIEVED . 

Rational^ - Concept II ; Articulation of vocational/occupational education 
prograaa reaulting In the wrarding of courae credit at the poat-secondary 
level for vocational cowg»g^in«tructlon aucceasfully coapleted at^the 



/ '^-^ T' ' * : ^ . . fl^ecohdary> level .can only be accoiipllsheJ by^yStandaiTdi^atlo^ of insttuctldttal^ 
. basic content for ojccmifltionAi.conrjafesl copapn to local area Jtnstitutlontf :» 
^ ' - ' atfbdth -j^eyels-of ^ducatldn * There Isn gei\er<Mh that this can be 

^ , V / ,acc6tap^[Bhed t^lrou^ the^ enl^loyineiicl/of^ stand^^Uzed instructiotlal obJ^ctive3^ * . 
. > ^ ■\ based lipon thf^ efssctntla^ job tasks (coisp^en^es) considered* necessary by •* * 

' '\ ' : ^ the enpioyera and e3q)arienced x^orkeris fof^ joB^pe^foniance. The coi&petencles •^^ 

\ ; were ^eveloped-^nltialiy. by perfomLng a job analysla* Since- the purpose 
• r • ; * of vocatlonal/occigfgtlLonal education Is^ to develop quallf Ifid persons' > - it 
* *■ is otily#> logical that to b€^ ^b qualified > one qtisi have the ability to perform * 

N ( ^the £agks required' by the employers '^fOY tjcte job , V *^ ; - . ^ - - ^ 

' . . • ^ - \ 
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CONCEPT* III: STANDABBIZED FERFOBMANCE • STANQAKPS 70R COMMON SUBJECT 'AREA JOB 
' ^""^ TASK§ ARE REQUIRED FOR EFFECTIVE LOCAL AREA OR STATEWIDE x 

^ «- . ARTICULATION OF VOCATIONAL/OCCUPATIONAL EDUCAtJ^ PROGRAMS. 
^ , . THE PERFORMANCE STANDARDS TO BE USED ARE BASED UPei^USIi;tesS/ 

. , - \ IlilDUSTRY INITIAL EMPLOYMENT I^ERFORM^tflCE RfiQUIREMENTS^bR THE 
JOB TASK CONCERNED. 

Rationale - Concept?*^III : To be realistically^ valid, performance sUuadards 
must: be based upon those of the business, industry or profession (the\ 
employers) codcemed id.th the vocatlonal/occupnlohat^ducatlon program, - 
since the ultimate objiiftlve of such programs la to develop student employs-^ 
blllty which requires the ability to meet thei entoloyer's job task performance 
standards.' It does not appear desirable, practical or realistic to have; a 
variety sf Job 'task performance standards applied for„ the same tasks In the 
same sc&oW system, J.ocal area or region. Employers expect the same perfor- 
mance for the, same task, job^ level, and pay In the same occupation. When 
only primary tasks and performance standards are considered, there can be 
fotmd llttlei sl^lflcant difference in stated' performance standards for the 
same task in the same occn^atloh by employers across the State. ' V-TECS has 
verlfl^<6~the foregoing In multl-^tate surveys conducted to obtain such In- 
formation. Many trades^ and jlndustrles- have mQved or are moving toward the 
ei^tabltshment of national performance st^Klards. Consideration of the 
foregoing makes it obvious that* the sitandardlzatlon of instructional 
objectives, baised upoi^ recognized Job tasks and the application of job task • 
performance standards based Upon employer requirements are the key^ to siib- 
ject" matter articulation. ' 



CONCEPT IV:. ESTABLISHMENT OF JOINT .COMtELTTEES TO SERVE IN A DUAL OCCUPA- 
• ■ - > ;riONAL. ADVISORY .AND PROGRAM DEVELOPMENT ROLE' (BOTH AT THE ' 
■ ^ / LOCAL AREA AND AT STATE LEVEyJ ^ CONSISTING OF OCCUPA- 
TIONAL ADVISORS (CRAFT CONSUWANTS) , HIGH SCHOOL VOCATIONAL 
TEACHERS, COMMUNITY COLLEGE/TECHNICAL INSTITUTE OCCUPATIONAL 
INSTRUCTORS ''and A VOCATIONAL/OCCUjPATIONAL' EDUCATION SUPERVISOR 
'or CONSULTANT IS ESSENTIAL TO ARTIGULATldll OF SUBJECT MATTER. 
THERE SHOULD BE ONE SUCH COiJMITTEE FOR EACH AKTtCULApD PRO- 
gW PB^OCAL area, serving all SCmOOLS CONDUCTING THE PRO- 
GRAM IN THAT AREA AND ONE AT THE S*ATE LEVEL . 

t \ ... . . • • . 
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Rationale r Concfea)t IV : Currer^' thQughts presc^^lbe that an advisory cpm- '* 
mJLttee be established fori each vjDcatlonal/pcciipatlonaL^ program 
xconducted by each. Iris^tltu^l^on at tx)th' the secondary and post-s'eccmdary^ 
levels ^ rule such coimnlt:tee8 consist of only the craf^ advisors.^ \^ 
Ti)e question arises when ^considering articulation:- If several Institutions 
•in the sanie area articulate their program, whoie committee would be t\ie 
source of^'advisory guidance? (The area in this case i& the "service area" 
of tHfe community^ college/technical institute (CC/TI) serving the county 
or larger area of the high schools concerned.) One joint .area advisory and 
program committee for, a specific .vocational/occtrpational edi^ajtion program, 
per post-^ssfecondary institution service area, » appears to be a logical solu- 
tion. Such a'conmltt^e can result in bettet advisor service, program, 
standardization arid consistency, for the local area schools involved in^ the ^ • 
program than a nuniber of committees. ' I 

Each advisory and program committee is to be designed to provide occupational 
advisory service to all loc^l area secondary schools and the post-secondary 
Institution in the area conducting instruction in the same vocational/ 
occupational education program. Such committees are expected to include at 
the local area all high school voc^ional teachers and all CC/TI Occupational 
Instructors involved in the occiipational program, as wel^l as occupational 
advisors. This will do much to make .articulation a working fact by providing 
a face-to~face communication vehicle for the teachers /iristructbrs and advisors 
Involved in the program. Such a "proc^^ure is xised quite successfully in 
several other states^^tod has been employed in the Duplin County Articulation 
Research Project where advisor availability to meet requirements for each 
institution is a problem at the local area. A key factor is that, all 
teachers /ins truptors have input opportxmity and ,can interact with the occu- 
pational advisots. As a result^ the prodiicts of such committees are more 
a<tceptable to those with interest in the area concerned. (Special procedures 
are required when .a large nuiDber of vocational teachers and occupational 
Instructors are' Inyolved in the same articulated program in the same local area. 

If articulation Is to be practiced laterally as well as vertically, for 
common programs of Itifiktruction (a practice already a matter of record), it 
will be necessary to develop^ Joint advisory and program committee at the. 
State level with local area representative participation to coordinate and 
develop^ the- programs and to prevent duplication of effort. Lateral articu- 
la^ti(^n becomes necessary to accommodate students who mxist transfer between 
Insutitutions at the same educational level and for those high school vocational 
stuofents who come from cotmties that do not have a*community college or 
technical institute within the cotinty area and as a result elect to attend 
the nearest such. institution to their home. 

CONCEPT V: EVALUATION OF. STUDENT PERFORMANCE:, DETERMINATION AND RECOGNI- 
TION OF STUDEip' JOB QUALIFICATION AND DETERMINATION OF THE 
"credits TO BE AWARDED THE' HIGH SCHOOL STUDENT TOWARD ADVANCED, 
STA^roiNG At THE POST-SECONDARY LEVElTIW ARTICULATED PROGRAMS 
IS BEST ACCOMPLISHED BY EMPLOYING THE ALLOWING: 

A. USING COMPETENCY BASED, STANDARDIZED, TEST ITEMS 0R 
tEST ITEM OUTLINES FOR EACH COMPETENCY (WITH PER- 
FORMANCE STANDARDS STATED) DEVELOPED BY THE ADVISORY . 
AND PROGRAM COMMITTEE; 
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, ^ B. PROVIDING TOR JOINT TEST TEAMS m ADmNISTER 

ANNUALLY A PORTION ^P THE STUDmi JOB QUALIFICAr^ 
TION .EVALUATION (CENtRALJZED WERE POSSIBLE); 

€• PROVIDING FOR FORMAL REG9GNJTI0N OF, STUDENT Pft(J<- 
GRAM ATTAINMENTS IN APPROPRIATE, STANDARD, 
PERSONNEL MANAGEMENT TERMS AS TO JOB QUALIFICA- 
V TION(S) ATTAINED, PLUS A RECORD OF POST-SECONDARY 
ADVANCED sItATUS CREDITS \eARNED FOR THE HIGH SCHOOL 
STUDENTS. * ^ . 

' ■ . • ^ . V 
^ Rationale - Concept ^T ; The evaluation procedures now xem^loyed In voca- ^ 
tlonal/occi^atlonal education programB vary widely between individual 
teachers/instructors. Some form of evalxiatlon proceidure and test item 
' standardization appears necef Qary to ensure that a *!:^ent is job quali- 
fied by employer standards and/that the high school s^i^ent has also 
achieved .^he conpetencies for/Which iEulvanced program Credit is to be 
awarded by the local area post-secondary institution • The tey to reasona- ^ 
ble evaluation standardization is to develop valid and reliable test items 
that are competency bafliflf and related to one or more of the job tasks required 
4n job performance. The petformance standards for the test item should 
be those that must be met forpjob task qualification. 

Test items shpuld concentrate upon determining the student's task perfor-^ 
mance abilitllBs and knowledge of related technical information. Type test 
items or test item outlines (test i,tems that state test item subject 
action only, requiring provision of specifics prior to use) should be V 
developed by tlie teachers /instructors on l^cal area or state program advisory 
and program complttees. This type of test item informs ftie instructor as - 
to how the 8^uient^B performance can be evaluated with validity and relia- > 
bility, but rtoo^s the problem of test item conqpromlse. Repeated use is then 
possible of /^est item outlines,^ since there is no reason why a student should 
not know that job qualification\wlll be determined by evaluatibn of student 
job- task performance coii5>etencie8. . ^ 



The eva/uation process in a specific vocational/occupational program can b^ 
made elTen more reliable if an evaltiation is administered anniially at^^p^ p 
centr^^l location by a joint testing team for all vocational/occupati<^l 
courses completed, with all local area high schools and the local CC/T^^f^^ 
participating. Such a procedure has the advantage of providing a check on 
adherence to instructional content and performance standards^ ^educing 
bias aad resource problems, adding validity to evaluation and providing a 
lOeans for quality control of vocational/occupational programs. If secondary 
students are evaluated as job qualified in one or more job duty areas, that 
are identified as courises of instruction at the community college/ technical 
institute level, they are also considered to be qualified to b6 awarded 
, course credit for those courses wlthoikfurther testing, if the^ enroll in 
tl^e advanced phases of the program of Instruction within certain time 
limits. 



1 



RQCogAltlon of job qualification In personnel management recognized ^terms 
glve^ the ^potential enployer and the former student job qualification 
>ldentlf Icatlon* Current diplomas and certlMcates In many cas/ea contain^ 
only the Information that the student aonq[>l6ted a program of ingftructlon, ^ / 
but gives little or no Indication as to what the holder Is capabl^* of ^ 
doing. Employers and supervisors prefer information st;j&ted in tetpw with which 
they are familiar. 



EDUCATdR ACCEPTANCE OF ASIICULATION CONCEPTS: 



The North Carolina study on articulation conducted during the period ^ 
1973-1976 by Carlyle P. Woelfer, independently of the Duplin County 
Articulation Project » was based upon a statewide, random sanq>le survey of > 
secondary and community college/technical institute vocational/occupational 
educators. Syspiey riesponses Indicated that over 70% of the respondents to 
the survey at^cepted the concepts discussed in the preceding pag^« Details 
of this survey are at Appendix F, Survey Results. 

CLOSING STATEMENT ; 

Articulation of subject matter does not require specific instructional 
procedures . The primary purpose of articulation from the Instructional 
standpoint is to provide guidance for the achievement of instructional con-- 
tent standardization for vocational /occupational courses of insLtruction " 
that are conmon to different institutions at the saaSS or different levels 
of education . With the standardization of instructional content comes the 
requirement to apply the same terminal performance st^kdarcjb for the same 
job task or competency which constitute the instructicm^ ob-fectlves. 
Articulation does not prescribe how a subject should be taught /but it 
does apply the instructional sequencing policy for duty areas and taslfs * 
of moving from simple to coiq>lex wherever required prerequisites do not 
preclude such action. 



SUMMARY ; ^ 

Articulation of vocational/occyrpational education programs is not a com- 
plex procedure, once its concepts are accepted and the participants become 
used to the requirements for cooperation, coordination and communication . - 
The concepts ar^ in fact five logical staps which must be implemented to' 
achieve articulation in all aspects to the benefit of the student, the 
program, the institutions involved and the community. Proced^ral imple- 
mentation of the concepts follows 1^ Part II of this guide. ' 



^ ■ 
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' . IMPLEMENTING POLICIES iifD PROCEDURES FOR ARTICULATION" 
INTRODUCTION , 

The policies and^rocedufces that are presented In this portion of the guide 
h^ve been developed ^o guide North Carolina local area participants and the 
State Departmeivt of Education Staffd In the articulation of vocational/ 
occijpational aducatlbn -programs . Local area participants are considered to 
be thofte persons , hig^ schoi)!^, community colleges /technical Institutes and 
local school systems that are' or plan to be officially J.nvolved in the ar- 
Jtlculation effort. The policies and procedures as stated arejbased^upon 
' and implement th4 five concept^ of articulation presented and( discussed in 
Part I and apply equally to^l concerned. Related policies and procedures 
are grouped with the concept to which they apply. Any policy or procedure 
requiring joint action should be lii5)lemented by joint agreement. Partici- 
pants in form^al articulation agreements should be * considered as equals in 
articulation activities. Articulation of vocational/occupai^nal programs 
reqtilres continuing communication and avoidance of unilateral acti^on that 
may iiiq)jact on articiilation. Either party^ to an articulation [agreement 
should be free to suggest action deemec^ necessary for the sucb?s&| of the 
effort; ^ , • , 

CONCEPT I: ARTICULATIO^j SUPPORT AND ADMINISTRATION - JbiNT POLICIES AND 
PROCEDURES ARE REQUIRED FOR SUCCESSFUL ARTICULATION OF VOCA- 
TIONAL/TECHNIpAL EDUCATION PROGRAMS BETWEEN HIGH SCHOOLS AND 
TpE COMMUNITY COLLEGES /TECHNICAL INSTITUTES. SUCH POLICIES 
iflffl) PROCEDURES SHOUtD BE ISSUED 5^ JTHE HIGHEST LEVEL OF 
EDUCATION Co3j|lNATING .THE PROGRAM. THEY MUST INCLUDE PRO- 
MOTION OF CONTINUING ACTIVITIES SUCH AS COMMUNICATION, JOINT 
PLANNING AND MUTUTAL SUPPORT OF ARTICULATION BY ALL CONCERNED. 

A. IMPLEMENTATION OF CONCEPT I ^ ^ 

1,. Actions In Support^of Artlfculatlon " ^ 

'a. The State Superintendent of Public jhstruction> the State 
President of the Department of Community Colleges and local 
' area admlnistratoYa in both^ systems should show their support 
^ of vocational occup^lonal education program afticulatlon be- 
' tween the lnstltutloni\and school systenis under theiy super- 
■ ^ vision by the issuance of Joint letters of support for articu- 
lation to appropriate lowar^level administrators and men4)ers 
of tne^^cal and State edu«<ilonal staffs' with occupational 
, . educatlotfsijiterests. Prior td initiating program a»ticulation 
action, the president of the local community college/technical 
institute (CC/TI) and the superlntendent(s) of the local public 
school ^ystem(8) with the concurrence of their trustees and 
board of education should entet into a^formal articulation 
agreemsnt. This agreement should then be publicized so that 
> all educatioiua per<onnel Involved are ayare of its existence. 
— (See^anqiie Appendix Mf)— — — - . - - 

Ji 4 
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b. Occupational education staff and aj^Llnlstratlve perscyfmel 
at local and state levels should .aei the etanple for 
articulation by the practice* of* close cooperation and plan- n 
nlng of their programs and othej^ related activities, plus 
Ut^lzlng Joint-action proposals whenever appropriate. 

c. Articulation briefings with the objectives of informing 
and gaining the siqpport of local boards of education and 
boards of trustees for the practice of vocational/ ^ 
occupational education* pi^ogr am articulation are an essenr 
tla^art of articulation efforts. ^ 

\ t ^ ^ 

2* Area Voc^tibnal/Occupatlonal Educatlqji Advisory Committees 



, a* Thls^s an effort to involve^ocal area business, indtistry 

' professional adailnistrators and leaders in vocatfonal/ 
Icupatlonal education support in an advisory capacity. 

b. A Joint Ipc^ area vocational/occupational education ^ 

(; advisory committee has the rasponsibility to serve all area 

V 'institutions participating in |the area articulation effort. 

* , |jt is to. serve as the local counterpart of the State 

Advisory Council on Vocational Elducation by providing general 
advisory services in the area for vocational/occupational 
I » educatlonji 

c. This ^mmlttee is a local consolidation of the current ^ 
\ \ general "Occupational Education Advisory Committees" re- 
quired for each North Carolina school system and community 
college/technical institute > 

d. The primary function of this committee Is to voice ovetall 
area needs,, trends and recotiiiqendatioiis for occ\4>ationally 

» qualified persons and progrcuas required to support such 
needs as well as support for vocati^onal/occiqpatlonal 
\^ c ' education/ - 

e. An effort shotiLd be made to obtain a. representation of the 
business. Industrial and prof^slonal activities leaders in 

* the arejS so that the entire aresa is adequately represented * 

^ and thar all employers ne^ds dim be recognized^ Selection ^ 
^ of potential cottnlttee members by their "Careeri Cluster of 

^ Occupations" identification has merit in ensuring that all n 
needs are addressed. (The caipBer clusters are those 15 
groupings of related occiqpations as recognized by the U»S. 
Office of Education.) ^ 

f. If possible I a certain nuaber of thogfe selected for this 
cdmaittee should also be serving as members of a local 
vocatlonal/occtpational education advisory and program com* 

^ git tee for a specific program to ensure having a commtmica- 

tion link with those important* committees. 
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g« Individuals nominated for menbershlp on the ^rea general 
*• advisory committee shoCad^be Invited to participate by a 

joint letter from the Ipcal area sohool" system superinten- 
dent (s) and the president spf the community college/teohnlcal 
-^..institute sendng the area. Those Who acc^ptt menibersalp 

sjiould be appointed by the joint action of the local board (s) 
of^ education and board of trustees > Every effort should be 
\^ made to publicize siich appointments to, give the committee 



status. 



3. Local Area Artl<hilatlon Coordinating Cbtomlttee ^ . 

f<ocal area administrators at both levels of education should take 
joint action to estsblish a Joint committee of vocational and occu-^ 
patlonal education^ siq>ervisoriland secondary school administrators. 
This committee^ has the respons^llity for arranging for initial 
orientatio ns f or all participants » coordinating the day-to-«*^ay ac- 
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tlvitles of articulated programs of instruction and dealing with 
the administrative problems Inherent thereto. (See Appendix A.) 
(SAe Appendix N for sequence of articulation activities.) 




4. Institutional Visitations By Teachers /Instructors and StiidiBnts ' | 

Begular vlsltr^f Cp/TI occupational progr^^in8 true tors ib the local 
^^^8^ echoes to visit with the vocational tsfkcher(s) and to dls- 
their programs with interested secondary school students should 
ictlced. In tum» provision should be made for interested hlg|i 
^^^1 students to visit the. local community college/ technical Ixistl- 
tute with or without their machers to observe ^^)|e instructional ac- 
tivity in their area of Intn^t and to ask qUSaitions. (For such 
visits » small manageable groups are more effective.) 

5. Local Area Guidance Counselors and Articulation 

a. Vocational/Occupational Program Knowledge - High school guidance 
cotfnselors should be required to achieve adequate knowledge of 
and have available information of vocational/occupational pro- 

^ grams cohducted in their schools and the local CC/TI so that they 
. cacf provide app;roprlate guidance » encouragement and assistance to 
' those students who are Interested in such prog^^ms. Guidance 
counselors can play a key role in sucQessful articulation efforts. 
It is desirable that guidance counselors participate in the plan- 
ning and adMnlstratlon of Joint centralized testing phase ac- 
tivities for occupational evaluation. (See Appendix G.) 

I 

b. Working Relationships - Hl^yschool and CC/TI guidance counselors 
shotdd establish a close working relationship, meet together 
regularly and exchange information routinely. 

c. Enqployment Information Exchange - The CC/TI guidance counselors 
in tiie local area should make an effort to keep current on job 
opportunities and occiq)atlonal trends in the area and exchange 
tjity information 'with the secondary level guidance counselors ^ 
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As a part of the job i^fortiatlon activities, it is also highly 
desirable that the CC/TI gtddance counselors make an effort to 
^ keep a current fisting of both secondary and post-secondary stu- 
dents who have attained occiqiational qualification through ^ i 
local area occi4)ational education programs and are preparing 
to enter the job market. . A practice that contributes to artic- J 
ulation that has proved to .^pay dividends to the institution 
as well as the student^ has been, efforts by the CC/TI to^pro- 
vide Information and placement afervlces to their students. 
This is done, through contacts with the occi^)ational advisoty and 
program comi^ttees, the local state emi>loym§nt security commiar 
sion offices and^the appropriate business and industry employ- 
ment offices J.n aib^ irea. - ^ - . 

* Students who- have entered vocational/occupation al education • 
program as well as those with such interests shou ld be given 
lob market trends, n^eds and rfPfus Information . 'In turn, the 
appropriate business^d Indultdlal activities In the area ^ 
should be informed as to what the €C/lI and the high schools 
are doing in the 'vocational/occlipatl^aal education programs 
in which ibhey may have interest. Follow-up of students should 
be practiced as a matter okE instructional intere st to obtain 
feedback and to enhance future placement efforts . When poten- 
tial students know that the Institution will train and help them 
to find a Job, their interests in attendance at the Institution 
should be increased. ( As a community service and as part of 
articulation^ thlis selrvlce should al^ be offered to high school 
graduates *f vocational educatibn i > A i > i lmT . This service could 
also causi the high school students' to corib to the local area 
CC/TI for assistance and may result in their enrollment then 
or at a later date, when the a4vantages of advanced instruction 
become more apparent. 

d. Secondary School Guidance Counselors Vis it Local CC/TI - Local 
area secondary school guidance counselors should be {provided 
an opportunity to visit all progr^ conducted at the Ipcal 
area CC/TI and receive a full bribing on their activities by 
the instructors concerned. ^ ^ 

ADMINISTRATIVE POLICIES AMD PHDCEPURES RELATED TO A RTICULATION 

1. Advanced Credit for Occupational Qual ification . 

a. Appropriate quarter hour credit vlll be plven by tbe local 

CC/Tt\foT articulated program comnon < course work s atisfactorily 
completed, at the high school level when a student makes appli- 
cation foi^ advanced training and presents local area recognized 
evidence of occupational qualification for that coursfB. He/she 
will then start at the appropriate level of Instruction for 
which qualified without duplicating previous work. (Recommended 
procedures for determining the level of advanced Instruculon 
qualification are at Appendix G.) , (See-^iM Section F, 
Imi>leiDentatlon of Concept V.) 
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Students vho have completed articulated high school occttpa- 
tlonal programs and have demonstrated occupational quallfl- v 
cation by locally^agreed i^cnXt^rocedures (or as set forth In , 
Appendix G) and^apply for advanced Instruction wlt^ valid 
^rtlflcatlon at the local area CC/TI should receive priority 
enrollment consideration for occt^atlonal courses. Failure /^'^ 
by the local CC/TI to make such allowances can negate artlou- . 
' latlon values. Students ^vlth advanced credit evidence should 
be enrolled without further testing In thtflr occupational^ ^ 
program unless the time limitations set for t&e recognition 
of advanced credit have eiqplM^ (High school vocational educa- 
tion teachers should make certain that their students are aware 
of B-l(a) and (b).) 

During the Interim pc|rlod betwpef' ^ltlal lmplemental|jlon of an 
artlculate4 occiq)atlonal program at the secondary levil and 
thait time when all personnel leayjLng high pchool In that pro-- 
gram have received all available secondary Instruction based 
upon articulated instructional objectives giildes. It should 
be the practice of the CC/TI Instructors or registration person-y 
n^ to ask recent high school graduates at ireglst ration what oe^ 
cuwitlonal 'education courses they have tak€|i for which they 
would like to be challenge tested for advanced credit . Persoaei^ 
who have completed occupational education Instructldn Im noEp 
articulated prografis should be Identified and given ^^llei^e 
test Information. (See Appendix L-1.) Test Items u^ed for 
challenge evaluation In an articulated program 8hom.d be taken 
from the appropriate block of the Instructional obwctlves guide 
for the program In question. ' 

Challenge Testing Non-Articulated Programs - Coi^stent with 
the eidstlng Department of Community Colleges policy, secondary 
school graduates of non-articulated vocational ^programs who 
seek enrollment In the same program at the CC/TI level may also 
be considered for advanced credit evaluation unde^r the following 
conditions: 

1) The student's grade average In the vocational education 
courses coiq>leted Is B or better* (This serves as an 
Indicator of potential for advanced credit.) 

2) Student gives an affirmative response when questioned 

on ^rollment as to Interest In a challenge test for ^ 
adv^tod standing credit In the^ occtq>atlonal eduoatlon 
program of concern. 

3) The student's high school vocational education teacher 
recommends the student for advanced status evaluatlpn. 

4) ^ Based upon the above, the student Is tested and attains, 

.a grade of 80% or h^g^er In a comprehensive, competency 
based test, developed by the/iocal area CC/TI occupa- 
tional education program Instructor concerned ^ Such a 



21 

1 



s 




ERIC 



test should also be v^coordinated ifd^th- the student's 
hl^ school vocational education teacher as a courtesy 
^in the spirit of articulation and to give the high 
s^ool teachers an idea of what is expected of the 
students^at the CC/TI level. 

\ ■ \ 4 

Credit for Work or Military faperience - Students who seek 
enrollment in an occupational education prograift at the CC/TI 
level and present 'bo evidence of secondary vocational instruc- 
- tion shduld be asltod if they have had pirior vork or military 
service tocperience in the occi^ation related to^the program. 
If Hork experience is claimed » the individuaC^SMuld be shown 
the task listing(s) or instructional objectives for the*^ 
' initial occupational courses to determine if work experience 

Is considered to have covered one or more blpcks (courses) of 
instruction. If review is affirmative and experience^ sid)- 
n ^ A stantlated^ the student should be offered the< opportunity to 

. be "tested to determine the level of occupational 'qualification 
and given appropriate course (block) coiq)letlon credit if qukll- 
^ flcation is demonstrated. (See Appendix Lr*l.) Those with 

military sejrvice should haafe their service evaluated for course 
f credit based iq>on the Guide to Evaluation of Educational 

Experience In The Armed Services . American Council for Education, 
Washington. D.C., 1976. ^ 

f • Skill Development Course Misuse - It is most undesirable to 
place hlg^ school students who lack Interest or aptitude in 
a specific vocational skill development course* or programs as 
a means of finding something for them to do or for career ^ 
e3q>loragion purposes. 

g. Limitations to> Course Credit Hours Awarded In Articylated 
Programs - Where proficiency testing, as part Of an articulated 
program, has been conducted and the student has been certified 
as occupationally qtialified in the courses of instruction com- 

^. pleted at the secondary level ^ there should be no limit as to 
the nunber of such courses (blocks of instrxiction) for which 
credj.t will be granted in the same program at the post-secondary 
\ level. ^ ,^ 

h. Recording Credit Hours Awarded For Articulated Coursed - Where > 
qualification is demonstrated by method previously discussed, 
course credit towards graduation or program completion should 

be recorded as credit by examination, but grades and quality 
points should not be awarded. Applicants who fail the proficien- 
' cy test(s) for advanced credit in a specific block (course) will 
be required to repeat instruction in that course (block) of 
instruction to obtain credit. 

1. Advanced Standing Proficiency Examination (Challenge Tests) 
Form.- See Appendix L for a sample 6f a form appropriate for 
use iii| applications for advanced standing proficiency examina- 
tions (challenge examinations). It is desirable to have copieis 
available together with course descriptions during enrollment at 
all enrollment stations with persona performing enrollment 
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^ ' actions nade faalllarVlth th6lr i^e. Copies shoul^^ ofl 

hand for use by the/registrar, the gudtdance counselor and all 
d^artiaent heads. V 

Preparation For Hlidily Technieal Programs ^ ^ | 

Por hl^ly tedmical programs consideration should be given to pr^ 
vidlng Information to the hlg^ schools that can serve to guide the 
student At that level as to the necessary academic and occupational 
prere'^ui^tes for pnrollB»nt; as a participant in^^efiflred associ- 
ate degree technology program conducted at the local area conmunity 
college or technical institute. For artiqulated^ programs this in- 
formation should be in the program ins tructionalN objectives guide. 

Entrance and Enrollment Procedui^es (Post-Secondary) 

As an essential component of articiaation , this activity sKpuld be 
kept as sli^le as possible, while meeting, necessary State policy 
directives on the subject. Multistats surveys showed that frustra- 
tion with relatively complex or inconvenient administrative procedures 
related to entrance Into comnnAlty colleges or technical institutes 
have been found to cause some p<^tential students to give up or not 
tJ try to enroll. Some post-secondary institutions have permitted 
guidance counselors and instructors to make tentative -enrollments 
while visiting the hi^ schools. This caused the student to feel 
conoltted and to go through with the enrollment. Program admission 
requirements should be well piAlidred and made especially well 
known to the guidance counselors and the vocational instructors^ of 
the area high schools. Remedial programs to overcome program defi- 
ciencies should also be well ptiblidzed. Interviews and counseling 
should be readily available for the new or potential students to 
preclude their turning away from advariced programs because thqy 
could not talk to anyone about the program of their interests. The 
faculty and other personnel involved with students, potential or 
enrolled should be made ftilly aware entrance and enrollment 
procedures. 

Teachers /Ins trnctors Up-Pat^ Training 

To ensure that vocational/occupational program teachers /instructors 
have the opportunity and support for xjp-date training in their 
specific occtipation and take advantage of same, arrangements should 
be made and publicized regarding "in service" education. or training. 

Maintenance of Skills Learned and Interest ^ 

Every effort should be made to preclude t'he loss of interest and 
perishable skills learned in a high school articulated program, 
when the student enters^a CC/TI for advanced Instruction, in that 
program^ If possible, the student should be enrolled in at least 
one, appropriate skill, development course fot which qualified in 
the initial quarter, or be provided ^some means of retaining the 
skills already acquired, ie: shorthand practice, etc. ^ 
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Reaourcft Sharing 




1 - 

iHve Code, 1977 regarding artlcu- 



As providfed In the State Adminlstraj^ive Code, 1977 regarding articu- 
lation, cons ft^erat Ion should be given by the local area schools to 
sharing es8t<Bntlal scarce or expensive equipment, utilization of 
certain faci^litles and dual status of certain instructors between 
local area h^^ schoo^bwand the i^a OC/TI. Funding for consumables 
and e:q>endab:U8 would be^he responsibility of the user. Joint 
efforts of thur^ture are a form of artlpxilatlon and can lead to 
more economical and efficient use df existing resources^ to Jthe 
benefilt of aliytudents and tb«. programs concerned, (post sharing 
of action propoi^ed above will require implementing instructions 
fr(» State level\ in many cases.) 

Reco^^tion of Job Qualification Below Program Objectives 

Pro^sions should be made to recognize the Job qualification 
achieved by those individual students who did not coiqilete a pro- 
gram of instructionv but did conplete satisfactorily enough blocks 
(courses) of the program so as to achieve a recognized Job entry 
qualification at a level lower than the program objective. (See 
Appendices G and H.) If sequential competency Instruction is 
practiced in vocational/occiq>ational education programs, students 
will achieve a, lower level Job qualification at near midpoint in 
many programs with progressively higgler levels accruing until the 
program objective is reached. 

Accelerated Learning ^ X 

Give consideration to authorizing credit to a student for course 
coii;>letion whenever the instructor states that the individual has 
met the co]q)etency requirements for the block or course. For 
example 9 the student who has completed required occupational course 
work prior to Jthe end of scheduled instructibn should be offered 
some reward or incentive such as (a) permitted to start work in 
the next block when possible; (b) given the opportunity for part- 
time eiq>loyment in the program area if qualified; (c) provided with 
additional activities related to instructldn in question to gain 
more experience; or (d) act as a tutor with students ijia the course 
needing help. 

Individualized Instruction 

Individualized instruction is niost applicable to vocational/ 
occupational education programs. Administrators can is^rove the 
management of articulated programs if they take steps to provide 
vocational/occupational education teachers/instructors with the 
nec^sary training and resources to conduct individudliced instruc- 
tion. For exaiq>le, considerable writing time is required in pre- 
paring the necessary learning pacl^ets and many instructors will 
initially require professional help in preparing learning packets 
if this is not done for them. (Applies also to secondary teachers.) 
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10. CoMunltv^Helatlona ^ 



Continuing efforts should be made to provide the local area employers 
and the pti>llc with infomation related to vocational/occupational 
education programs In the local high schools and CC/TI. Public re- 
lations and Information pla^ an Importantoart In articulation 
activities. In addition to the "Open Ho^^^actlvmes and "Career 
Days" commonly conducted by the Individual Instttutlbu, an area 
type occt4>atlonal trade fair sponsored jointly by bot^ the secondary 
school system and the local CC/TI and conducted every two years. Is 
recommended. Trade fairs can be conducted annually , hovever, the 
considerable effort and the costs that can be Involved may make 
tvo-^ear Intervals more desirable. Also, the tyo-year Intervals will 
provide an opportunity >f or a new groiq> of the target audience students 
to reach the age %ffaere they may have career decision Interests. 
This time Interval would give the local area high schools and the 
CC/TI an opportunity to conduct local activities at the school, such 
as "Open House". 

A trade fair Is a vehicle to ^form the potential student, the 
pifcllc and the employers reltardlng the vocatlonal/occigatlonal ed- 
ucation programs conducted In the area and the job qualifications 
developed by such programs . This type of trade fair groins the 
prognms for display according to the program and career cluster 
with) each school* conducting that program presenting a display of 
student activity In the progran^and ^Mfier cluster grouplng^as^ 
opposed to school groupings. In addi^on, the career e3q;>l»atlon 
tprograms conducted In the middle schools and Junior high schools 
also present a display for each career cluster In conjunction with 
the secondary and post-secondary programs to show a sequence of In- 
structional activities from career exploration to Job qualification 
related to the occtq>atlonal career cluster concerned. Business and 
Industry esdilbltors are sought to present a display of their 
activity and the types of jobs whl£)i they have that require previous 
training or experience. Thesje are positioned so as to show the 
terminal objective of the (^areer cliister. 

» 

CC/TI adjacent to the area sponsoring the fair were asked to 
participate and display advanced programs In career cluster areas 
not available In the area. The primary target audience for a trade 
fair Is students In grades 6-10 and their parents. (See Appendix J 
for a suggested trade fair career cluster layout and further details 
* regarding trade fair organization.) 

¥^ 

CONCEPT II: STAMDARDIZATION OF VOCATIONAL/OCCUPATIONAL EDUCATION PROGRAM 
COMMDN OCCUPATIONAL SUBJECT MATTER, BASED UPON INDUSTRY 
VALIDATED JOB- TASK INVENTORIES WHICH SPECIFY THE COMPETENCIES 
REQUIRED FOR JOB QUALIFICATION, IS NECESSARY IF LOCAL AREA OR 
STATE ARTICULATION OF A PROGRAM IS TO BE ACHIEVED . (THIS 
APP,LIES TO COURSES OF INSTRUCTION COMMON TO BOTH THE SECONDARY 
AND p6sT-SEC0NDARY LEVELS OF EDUCATION IN AN AkTICULATED 
OCCUPATIONAL EDUCATION PROGRAM OE INSTRUCTION.) ' ■ 
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TIOH OF CONCEPT 11 



1. Method of DevAoplng T— k Invntorlca 



\ 



\ 
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A task 1b a fuactlon of a job , a jo^ asalgnaent regxilarly perfonaad 
by tha wotfcar , la; 'Ttoplace Spark Plugs" - a task ftfr an autoao- 
tlvd aachanlc. Task* Inventories arej.lsts of Job tasks for specific 
jobs , lhay are davalopad by performing a job analysls^ -^vhat does 
the worker do that Is parfontai\fe In nature and vhat vust the worker 
knc3W to be capiA)le of parforvlng^ The Instructional objective sln- 
ply stated is "to provide Instruction that will sake the student 
capable of Job tasfc perfomance". Job analysis and task Inventory 
validation ace primary activities, of the occiq)atlonal advisors • 
(See Appendix B.) ' 

Task. 




Inventory Information Sources and Task Surveys - Job Analysis 



TaSX Jnventory Information Sources - Development of a task In- 
ventory by performing a job analysis Is time consuming and re- 
quLreil training. Usually someone has developed a task Inventory 
or list that cap be used as a* task survey. Such Inventories may 
not bei fully adequate or current for. the area, but they are use- 

ul as a starting point for the advisors. It Is easier to cor- 
r^t and bring a list up to datt than to do a fu^l job analysis. 

nventorlas are often available at: 1) The Education Infor^ 
^tlon Center, State Dept. of Education , Raleigh , MC » tSiro^^jt^^ 
ERIC search; 2) The Center for Vocational Education Ohio St^xe'^ 
Ikilverslty; 3) U.S. Dept. of Labor, Washington, DC; 4) Stare; 
Occupational Education Offices; and 5) many major Industries that 
conduct skill development programs. Appendix B Is a sample of 
a Job Analysis Survey made as discussed above. 

Job Analysis - If pre^red 'lists or task Inventories are not 
available, then a job analysis Is in order. Some firms will 
have job descriptions on hand In the personnel office that will 
help. See Appendix D for details on job analysis proce*dures. 
The format used In Appendix ^ Is applicable. 

3. The Instructional; Objectives Guides 

To ensure that standardized instructional content Is. presented by all 
program Instructors for courses organic to an articulated vocational/ 
occupational education program of instruction > a jointly prepared ref- 
erence document, identified as an Instructional objectives guide, is 
desirable . Such a guide also contains the task performance standards 
and other information needed by the instructors. These guides also 
csa be most useful to administrators to serve as connon program refer- 
ences and licik the educational levels • 
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4. Organization and Format of An InstrxKztional Objectives Guide 

An instructional objectives guide should be organized and contain 
the following; 



^a. A program s 



ry containing (see Appendix C> ; 
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1 ) A li« ting of th > eottW or b locka of tna tVttetlon or aan tc 
to th« occupationml cont«nt of th* program of Instruction ; 

2) An abstract of the Inattuctlonal objective (s) of each 
block (duty area) or course ojnnstructloii together with 
the nutd>er of contact hours Ireconmended for that block 

V for both the high schools and CC/TIp If taught by both; ^ 

3) The Department of Conmunlty Colleges and the Department of 
Public Instruction vocational/occupational course nxaibers 
of those courses organic to the program and the block(s) 
of ln4.tr^cti^n ^v^^ Identified; / 

A summary of tLe successive lob skill qualifications which 
accrue f rbm block completion aaJjhe student progresses 
through the program to the q\ialvK.catlon acquired by the 

student upon successful completion of the total program; 

* ■ » 

5) A brief summary of the objectives of the high school por- 
^ tlon of the program and the same for the OC/TI level wfal3i' 

In most cases will be a 2--year program as well as showing 
objectives for abbreviated versions (1 Year) of the program; 

6) A listing of the academic and nonvocatlonal/occupatlonal 
courses which must 4IS0 be C0]q>leted to graduate from the 
program at .both levels of education: and 

7) A listing of the members of the local area or state occupa- 
tional advisory and program committee responsible for the 
development of the i^nstructlonal objectives guide content. 

Task Inventory Lists - This Is a scries of task lists or inven- ' 
toxy of tasks according to coiiq)lexity for each block of InstTuctl 
(See Apliendix C-2 a,b4t.) The blocks <coursed of Instruc- 
tion should also be arranged In an ascending sequence of com- 
plexity or » where necessary, as a prerequisite for a subsequent 
block of instruction. Frequency of task performance and experi- 
ence level of worker expected to perform .the task are also shown. 
Thip information helps in determining what should be taught and 
the > emphasis required. The nonsklll producing, introductory- 
type blocks of Instrtxctlon normally shoxild be the initial blocks 
or courses presented. Stibsequent blocks shotild be of the skill- 
producing type. (See Appendices B and D for development.) 

The Instructional block (duty area or course) guides follow the 
group of task listings. The skill-producing blocks provide , \^ 
specific Job skills when co]it>leted. (See Appendix ,£-3.) (in 
some cases, a skill-producing block of instruction successfully / 
coiiq[>Ieted will result in qualification to perform an identifiable 
job but at a Ic^er level than the program objective job, ie: 
Qualii^ In the '•Brake Block" as a Brake Technician; in the Auto- 
motive Mechanic Programj assuming the conpletlon of prerequisites.) 



"d7 "Pblld^tng" tool 
and eqtilpment list , when such Is appropriate. (See Appendls^ 

e. The last Itevt In an Instructional objectives giildes Is a sample 
of a ^ 'Student Vocatlqfaal Skills Record" sheet which could be 
reproduced and used by the teacher /Instructor to maintain a 
record of student progress and performance. (See Appendix C-8.) 
This racbrd Is a list of the required tasks for each block of 
vpcatlonal/occupatlonaRL Instruction In the program, with added ^ 
provisions for performance evaluation. j 

Development of An Instructional Block (Coutse) 

A block of an Instructional objectives gtilde will normally address 
a primary job duty area recoimlzed by the occupation . It consists 
of the following (also see Appendix^ 3 for sampleTf block Instruc- 
tional guide) : 

a. A block summary pake which contains Information about the block 
such as (see Appendix C-3 a, b and c): . 

1) Program ^tlJtJLe and- state program Identification nunber 
for both Department of Public Instruction and Department 
of Community Colleges, where appropriate; 

2) Course (Block) title and assigned block sequence nuaober 
within Ifhe program; ^ " 

3) Course description -^Tl^ course nunbers^^sd description^^ 
used by both the Departme^it: of Public Instruction and ^ ^M"- 
the Department of Comrnimity Colleges are shown. (Thls*^ 

^ Is Important since the Infomatlon Is used to Identify the 

post-secondary level <iourse(8) and the high school courses 
related to the block of Instruction > simplifying the 
awarding of course credits .); * 



A) Instructional contact 



hours show both as allo^cated to the 



course for hlg^ school^ and the CC/TI. High schools often 
allocate more time to a ^jLock (course) of instruction than 
may be provided at the post-secondary level. If the course 
is not taught at the secondary level, then **None" or "Not 
Tau^t" is shown; 

5) Instructional objectives for the course or block of 
Instruction; 

6) Job qualification acquired by successful completion of the 
block of instruction is shown, if applicable; ^ 

7) Prereqttiaiteq ^ arev^shown > if any ; > , 

8) Performance evaluation procedures are cited; and 

9) Equipment listing for {jhe block is referred to, if any. 



Task (Competency) Instnactlonai Pages - These are the basic' 
Instructional reference pages. \ They, follow the sunmary page in 
a block of instruction. These Are the primary reference pages 
for instructors. The task pages\are placed in the same 
sequence of conqilexityy assigned to the task listing. The first 
and second digits (preceding the decimal) are reserved for the 
block sequence nunber » while the two digits fallowing the 
decimal normally will be the task number taken from the task 
list. The page nunber in the block is usually the same as that 
of the task nucober to yhich the instructional information 
pertains. The informaticgi found on the task instructional 
guide pagis is (see also Apbendix 0-4 a, b and c) : 

1) Block tiunber and title ; ) 

■ J- ■ ' . . 

2) Task sequence number and title ; 

3) Instructional Objective r The instructional objective is 
normally the task title preceded by an action verb denoting 
performance, le: ! "How to", "Leam"i etc. The identifica- 
tion number is the samp as the task nunber; 

4) Primary or Key Skills (Process Objectives - A list of the 
primaryskills or process objectlibes which must pe taught 
to achieve minimum acceptable task deficiency is provided 
to guide the instructors in achieving standardized. in- 
structional content. The instructor may also teach addi- 
tional essential skills not listed > if appropriate. They 

y should not -teach less thfh those listed «^ If articulation 
is to be achieved and performance stiwdarda to be met. 
Skills are assigned sequence numbers by adding sequential 
decimal digits after the task sequence nimiber. Skills 
normally should be taught in complexity sequence , as 
limited by prerequisite requirements (see Appendix 
b and c) ; ^ 

5) Related Technical Information - This is information the . 
worker must know to be able to perform the task. The 
primary items or sources of related technical information 
are shown, with the recognition thdft: there may be mdre that 
the instructor will add. Where specific technical, pro- 
fessional sand manufacturers^ manuals and guides are used, 
they should^fc cited; 

6) Task Analysis^ To determine the skills (process objectives) 
and ^the related technical information to be taught ^ a task r 
analysis will be required . This can be perfdrmed as a rtile 
by the teachefirs/ixistructors Of the advisory and program 
conmittee , but it may be necessary tot superviyr.ti to "con- 
duct some instruction for such personnel on how to perform 
a task analysliB (see Appendix D for a summary on task 
analysis procedures); 




7) /Suggeste d Inetructlonal Time - This Is the advisory and 
program, connlt tee teacher/Instructor estimate of the 
averegr- ninfcer of contact hours of Instruction required" 
to teach the average student hew to. perform the task fir 
to licatn the task requirements . The time allocation la ^ 
an Indication of complexity and Importance of the task. 
This tliee Is flexible and Is for planning purposes . The 
objective Is to provlddTlnstructlon required , for the student 
to acqtdre the competencies and to meet job task performance 
standards > for all primary tasks. If a student can learn 
and peirform a task properly In less tlme> this should be ' 
permitted, ^ If th4 student wishes to tshallenge a task o^ 
. series of tasks by taking a conpetency *based evaluation > 
$hl^ practice' la recommended, ^The slow st^ent, who Is 
trying and shows promise, but learns at a slower pace » 
should not required to repeat those tasks performed and 
, standards satisfactorily met If the block Is not completed 
In the quarter or semester but Instead start at the point 
where left off, 

8) Heqiilred Performance Standards - This Is a statement of 
the minimum reqMrements of performance accept^d^le for 
task qualification, based upon the business /ind^us try 
requlrementd. Note: The standards should Include time 
limitations,^ and other performance In- 

. dlclators accuracy requirements or error limits. 

If the appibiprtatB standard (s) Is found In a standavds manu- 
al or other technical reference, notice should be made of 
that fatt. The standards cited are the minimum acceptitble : 
for lob q ualification for Initial employment . Reliance 
on teacher judgment alone la Inadequate, Teachers may 
require or encourage and recognize greater quality of 
performance as a factor In course grades determination, 
where such grades are required. However, the program ob- 
jective should be to provide the student with the 
ability to perform' each task to meet minimum Industry/ 
business requirements for Job- task qualification ^ (See 
Appendix C-4 a to c for Instruct 1^^ 

9) Abbreviated Format, Instructional Blocks (Courses) - For 
courses of occiqpatfSnal education In an articulated pro- * 
gram Which may not have a secondary level counterpart, It 
may not be necessary- to perform a task analysis for tasks 
organic to the course (block) dr duty area ^ or to )>rbvl€le 



Ins trwtlonal Page, (See Appendix C-4 a, b and c) Tke^ 
hrlma'Tcy area of concern In lateral articulation between /\ 
'tommunlty colleges/^clmical Institutes is that courd* ^f]'" 
instructional contenjE:, objectives and required minimum* > 
performance standaMll' are reasonably standardized, Th|^> 
can be done by developing a block (course) summary as^p'ro- 
vldeid In Appendix C-3 and Item C-6 above and a Task 
Listing with statements of minimum required pierf onnance 
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^Ci^dards. If desired. Instructors can use as exaiqiles 
y any Instructional objectives guide, which contains Task* 
Instructional Pages or this Policies and Procedures 
Guide In performing task ^alyses and to develop such 
pages for their advanced courses. (See Appendix G-4 a, 
b and c.) A sanple of the tAbrevlatea fotmat Is at 
\ ■' Appendix C-^4(d) / This grocedwe Is not recomnended for 
4> ' articulation of vocational/occupational courses between 
secondary and post^secondary levels of education . 

c. Test Items (See Appendix C-5 a, b and c) ^ The test Items for 
each block of Instruction are prepared by teacher/ Ins true tor 
menibers of the Occupational Advisory and Program Cosmlttde 
during development of the Instructional objj^ctlves ^ulde. A 
teat Item Is best developi^ at the conclusion of the task analy 

' sis to which It pertaiae. These performance test Itqns should 
* . be competency based and directed at determining the ability of 
^ a student to meet tlfs perf bnnance requirements and standards 
for a specific task (instructional objective). (See Item 9^ 
p. Iv, Appendix C.) /Theses test Items should be used by both 
secondary and pobt-secondary Institutions that conduct Instruc- 
tion for the block of Instruction concerned to achieve relative- 
ly standard evaluation procedures. Test Items normally wlll^be 
In outline form, leaving the problem detail^ or the specifics 
to be added by the Instructor prior to use of the test item^ 
Desired test item' perf ormanc«p standards should be shown with 
each^.ltem. - The eiq>haais is upon appllcatloh and required dogni- 
tlv^ skills to perform the task. ^ 

d. Block Tool/Eqiiipmsnt List (See Appendices C-»6 and C^7) - There 
is a list of tools aad equipment prepared for each block of 
instruction,* when appropriate » In certain programs, k consoli- 
dated tool/equipment lljt is also prepared. (See- also Appen- 
dix C, p. Ivi) Tool Slid equipment requirements should be deter- 
mined during development of the instructional block. 

Local Area Adjustments to Instructional Objectives Guides 

The following applies to instructloiial objectives guides prepared 
at the States level: 

a. The State Advisory and Program Committee developed job-task 
listix^s and job-task performance standards should be those 
common to « certain jobs or a job level in the business/industry/ 
profession in the state or region.- If in a lohal area most 
eaq>loyer8 have common job tasks or differences not provided for 
in the instructional objectives guide prepared by the State 
level coimniittee that would affect the ability of the student 
to be locally job ^ qualified, then adjustment of the program 
blocks is' appropriate. Such adjustment is isubject to majority 
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— •gre«i«n5 of th« oMBban^f th* local ara* advlaoxy and pTO» 

graa cooBietaa. Thla adjuatnant a^ould ba accoapllahad 
primarily by th« addition of tha local araa u^qua aaaantlal 
^ taaka» rathar than by dalatlon of atata or Induatry racog- 

nlsad atandard taaka. In thia- way tha atuc^nt vlll atlU ba 
aoployabla bayond tha local araa. If tha co^raa (block) la 
adjuatad mora than 15X-20X Inatructional content and time, 
^ It may ba nora appropriate to add a naw couraa. 

> ^ Tin,* AA^tmnnmnta - If local Araa advla^ra atata a ganeral 

- valid naad for coopatanciaa not Includ^^^ in a atata gtiida, 
thay ahould ba addad by all thoaa locail lnatitutiona conr ^ 
camad. ^The inatruction^ time raqulre^nts for the additional 
inatructional obJ«ictivaa be provided In aeverial waya, ia: 

1) Schdol^adoinlatratora may allocate additional tlm# to 
the occupational program, or 

2) Naceaaary tlma raqulremanti may be alao met by reducing 4 
but not eliminating » the inatructional time allocated 

to certain inatructional objectivea which receive little 
explicatory emphakia in the local area concerned. ^ 

Ca Adjustnants such as discussed In the foregoing are not In- 
tended where; a special course Is required to prepare personnel 
under the '*New Industries Program" or for major changes In 
task and skill requirements for local Industries based upon 
locally developed new processes » etc. Such courses should « 
be developed separately by the local committees for the spe- ' 
clal situation. Information as to changes accomplished In 
fftateirlde progi^ams by local committees f or 4ocal p^cuiLlarltlea 
should be- provided to the state committee * ' ^ 

" ' ' ' I' 

7. PurpofiljB of Instructional Objectives Guides 

A dej^alled summary of the purpose f of ^ the Instructional objective* . 
guide should be placed In the^ program aummaty If the Pollde^^d 
Procedures Guide Is not available to a^Llv' (See p. Ill, AppeMj^C;) 
A sample local joint letter st^portlng guide use Is at Appendix E* 

CONCEPT III: STANDARDIZED PERFOBHANCE STAMDABDS FOR COMMON SUBJEC^C AREA 
JOB TASKS ARE REQUIRED FOR EFFECTIVE LOCAL AREA oi STATE- 
WIDE ARTICULATION OF VOCATIONAL/OCCUPATIONAL EDUCATION 
PROGBAMSe PEVORMANCE STANDARDS TO BE USED ARE BASED UPON 
« BUSiNESS/INDUSTBY INITIAL EMPLOYMENT PERFORMANCE REQUIRE- 

HENTS FOR THE JOB TASK CONCEBNED* 




Da TMPrmiMyATTPH fw m^rgpT ttT- 

1. Statewide perfon^nce standards established for a specific job 
task in a vocat|pn^ program of Instruction must be 

based upon perfCKcmance standard 

Industry /profesn^ concerned^ These standards should be the 
Mnlmum reqidreifents for job-task ^rformance at Initial employaenta 
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2, °* B f"Tni ?^* Sfndrda DHfT»nc»« - No dlffT»ncM ■hall •xlat In 

_ tha -Idy-tiak parfor—iica ■taadarda appll«d whan d»f raining the qual- 
^»^/Z^^^ftn m hlah ■ehool or OC/TI at^udwt'a ability to aaafc Initial 
amlovant laval raqulr«n>nf to narform tha aana job taak at tha 
^ob laval . Thla awllaa to final avaluatlon atandarda . 

3. Davalot»ant of Parformanca Standarda - Wian davalbplng parformance 
. aean<iarda for racognlsad Job taaka. It will be nacaaaary to conault 

a nii^ar of raaourcaa auch aa atata craft boardi^ Induatry atandarda 
manuala, nahufacturar'a apaclf Icatlona , civil aarvlca Job atandarda, 
plua iaput from tha occiq>atlonal (craft) advlaora of tha advlaory 
conalttaa. From thaaa Informational raaourcaa 'a draft of tha con-' 
■anauB of tha parformance atandarda to b« applied to tibe Jdb taaka 
can be prepared.. Thla llatlng, together with the: taaka to which 
they apply* ahouid then be reviewed by the conBlt|:ee craft advlaora 
or other^ experta In the field for technical accuracy and accepta- 
bility. (Much of the above can be acconpllahed by mall.) The per- 
formimce atandarda developed muat be Identified with the taaka to 
whlcfep they apply. 

4, jtecordlng of Performance Standarda - The taak performance standarda 
adopted aa appropriate by program developers will be part of the 
atandardiaed Information provided to tlfachera/lnatructors conducting 
the program In the Instructional objectives guide. (See Item C-6 
(b)(8) (Bequlred Performance Standarda), page 22.) 

5. standUrdlzed Performance Standards References - The vocational 
teadiera and occupational Inatructors who conduct the same block(8) 
or courses of Instruction In an articulated program, at both the 
secondary and poat-secondary levels, ahouid be provided with the 
sane eaaentlal technical references, rate books, atandarda manuals, 
manufacttirer'a spedflcatlona manuals, and cataloga to ensure "that 
appropriate Information and perfojrmance atandarda contained therein 
are available for use as needed. * 

CONCEPT IV: ESTABLISHMENT OF JOINT COMMITTEES TO SERVE IN A DUAL OCCUPA- 
TIONAL AbVISORY AND PROGRAM DEVELOPMENT tlOBE (BOTH AT THE 
LOCAL /OlEA AND AT STATE LEVELS) , CONSISTING OF OCCUPATIONAL 
ADVISOllS (CRAFT CONSULTANTS) HIGH SCHOOL VOCATIONAL TEACHERS, 
COlfinNITY COLLEGE/TECHNICAL INSTITUTE OCCUPATIONAL EDUCATION 
INSTRUCTORS AND A. VOCATIONAL/OCCUPATIONAL EDUCATION SUPERVI- 
SOR OR CONSULTANT IS ESSENTIAL TO ARTICULATION OF SUBJECT 
V . MATTER. THERE SHOULD BE ONE SUCH . qOHMITTEE FOR EACH ARTICULATED 

PROGRAM PER IXXIAL AREA, SERVING ALL SCHOOLS . CONDUCTING THE 
PROGRAM IN THAT AREA AND ONE AT TTO^STATE LEVEL. . < 

E. IMPLElfflNTATION OF CONCEPT IV 

1. Schobla Served By Occupational Advieory and Program Comnltteee 

One area occupational .advlaory and program coimnlttee will be 
organlaad to aerve the edvlaory needs for all hlsth achoola In 
theame local area and the CC/TI aervlng the area for each 
artlcid!ated vocatlonal/occuftitlonal education program common to 
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fltl^utloiuil occupational advisory conmlttaas^ nhara progranv hava 
baan articulatad. If a high achool doaa not conduct a program^ 
It la not aarvad by that program cosnilttaa nor doaa It participate 
on tha cooBdttaa. 

Local Araa Occupational Advlaory and Program Coamlttaa 

• 

Tha' local araa advlaory afid program cooBBlttaa for a apaclfic 
vocational/occupational education program la tha local activity 
reaponalble for articulating vocational/occupational course in- 
atructional content. Menberahlp and organizational activities are 
dlacuaaed beloiri | 

.* 

a. All teachers and Inatructors condtictlng vocational/ occupation- ' 
al ihatructlon in the eme occupational program from both levels 
of education^ in all achoola In the local area that condtict 

the articulated program fre automatically mambera of the com- 
mittee. When each participating achool haa 'two or more 
teachers/instructors for a given program with over alx achoola 
> involved .4^1^^^ may be desirable to conalder limiting the 
aisa of me commietee during working sessions by having each 
school group se^ct one or tvo representatives to attent 
auch meetings ^ The objective, is to give all appropriate 
teachera/lnstructors participation opportunity in a committee 
large enon^ to do the job, without creating an unwieldy activity. 

b. Occupational (Craft) Advisors - One or more Occupational / 
(craft) advisors to represent each school tmrticlpating in. the 
coamittee shall be nominated by the teachers/instructors from ' 

. that achool . In addition one at^^large advisor (more if the 
nunber of hig^ schooU ia limited) could be nominated by the 
CC/TI in cdn.^uttction wit^ the vocatlonal/occttpational educations * 
aupervlMr on the committee and other interested local occupa- 
tiopal eitieation iiiq>erviso|a* Advisors should be qualified at 
the highest Im the occupation and should be a cross- 

Section of the most respected and knowledgeable m^ter craftsmen 

3d si4>eXVl8ors in the occupation. They shotlljd be Interested in 
• Ptogram and able to serve, regent f|ir adnata of the vocation^ 
al/occuoational edjgcation program is also desirable as an advisor . 
On occssions, it' may be necessary to go to surrounding areas to 
find enough qualified and willing advisors^ if they are not avail- 
c^le locally. Such jpersonnel can participate, by telephone and 
mall if necessairy. 

c. EoBCutive Secretary, Oc c upational Advisory and Program Committee - 
One vocational/occupatlKal education supervisor from either the 
local school 8ystem(s) or the CC/TI can participate on the com- 
mittee. This likdividual would/be appointed by joint agreement 

of the Artikulation Advisory Gomiittee (established in Item A-3» 
p. 11, see also Item 1/ At>pendlx A) and assume the position of 
committee eneutlve secretary. The executive secretary Is expected 




to 0ttMAiM t»4aitia^4<i« to pronde 

wtiMi •ppropiclataf'/ vlfth cdailttke^agf^Miit, AQt for<the con 



■it tea. App«iidli;>K tof d%tMi\0 of^^u&ttlons of thm axactt- 

t±vm saoratary and comiittaa opa^ktlotia. 

d« Td add praatiga and to >atf«aa a^vlaor J^aportanca^ vhan tha 
i occupational advtMra ara tdantlfla^^ha t>^M*n|^ of tha 
poat-aacondavy l^axltutlon aQd 'tbrVuparlntandant(a) of tha 
local achool ayataB(a)"ahould jointly l^vita tha candidate oc- 
cupational ad^laora to ba aanbara of tha local advlao^ry and pro- 
. conaittaa; Thoaa nho accent ahould racalva "official" 

fatten of appointMnt aigne^ by both the; chaimlan of tne local 
board(a) of educgtion and boatd of truateea. Local publicity 
ahould be given to auoh appointnanta and Inatitutidnal catalogs 
ahould list coHdttee nenbera. ^ 

3. Purpoae of Local Area Occupational Advlaory and Program Coanlttee 

The locAl area occtipational advlaory and program committee aerves 
aavaral purpoaea. The committee is expected to^ 

a 4 Nominate selected maabera to serve aa' representatives on 
K rigional or the atate occupational advisory and program coanlttee; 

b« Provide ajferum for teachere and Instructors to discuss their 
program wlttr each other and the local area adviaors and to T 

^ determine if there are local area peculiar competencies not 
met by state li^tructional objectives guides. ^ 

c# Review 4'aft proposals for progrW Instructional objectives ^> 
guide and avibmlt recotBaendations to the state comnlttee. ) 

> d, 'Develop and submit proposed chanj^ to the exLstli^ Instruc- 
tional objectives guide for their pro^tttD. 



/ 



uct local area surveys regarding program requirements • 

f • Prepare tha required tist itams for centralised testing ^ using 
the program outline teat items contained in the Instructional 
objectives guide. v 

■ , . ^ 

g. Plan and conduct the joint centralized tea ting phaae for 
evaluation of atudent occupational qualificaticqi. 

h. Bactiamiinil techiilcal upgrading instruction for program voce* 
tional/occtvational teachera/lns tructors~when appropriate. 

1. Provide technical reaoufce and Instructional aaslstance to 
program teachera/instxuctora aa re(j[uired and where feasible. 

je. . Arrange for cartif icatea and certify the .occiq>ational quali- 
fication of program atudenta. \ ^ 
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.A>»A#t-ln^ th#^j, dw^^ 

tlonal aids through vfrmMl iduirmtloMl AannalM and by danm^ 
tloM from buslMss Ad Industry. 

Thm 8f f Occupational Advisory and Progrsm Coanltf 

a. At tha atata Isval, tha occupational advlaory and program i 
coadttaa for an occupational prograa conducted atatairlda 
In tha cqtnunlty collaga ayatam and local* 'achool ayataas 
ahould. hava at laaat ona hl^ achool vocational taachar and 
ana CC/TI occupational program Instructor. Thaaa ara 
aalactad freia anong tha ^approprlata vocatlonal/occ^tional 
aducatlon program local araa conmlttaaa In aach of tha ^ 
alght aducatlonal dlsttldti In which conductad. (Saa 
Appandlx K for datall on advisory and program conmlttaas.) 

b. In addition, thara ahoulid ba at least ona occupational 
advisor, wfao^ Is also a local commit tsa msiii>ar, from each 
district on tha stata comml^taa. 

c. Nomination of Advisors for Stata Occupational Advisory and . 
Program Commlttaa - Tha Mnbers of local committaaa aalactad 
for the stata commlttaa In thalr program should ba nominated 
Initially by thalr local committee to a state joint pomnitftee 
charged with the responsibility of selecting that comadt- 
tee. Persons so selected should be invited to participate 
by joint letter aigned by both State President; of the 
Department of Coflmunity Collegea and the State Supaiflntendent 
of Pii>llc Inatruction or appropriate senior ^presentatives • 
Once the comodttee menbarship is determined, the official 
appointments should be made ybyythe State Board of Education^ 

d. Kxecutive Secretary, State Occupational Advisory aUd Program 
Committee ^ A state level staff meaiber involved in vocational/ 
occupational education from either education system should be 
deslgnatedJ^y joint agreement as the executive secretary of a 
specific state occtq>ational advisory and program coomlttee* 
The functions of the state ^executive secretary vould be 
essentially the same as the local area secretary. Ihis would 
Iqclude artanging for the publication of material devel(q>ed 
by the coiafcLttee, folloiring necessary review, editing «^d cc* 
ordination. (See Appendix K for details oA state program com- 
mittee .executive secretary*) If possible, the state conn;Lttee 
should have joint staff representation. The second state staff 
nenber could assist the executive secretary, coordinate program 
activities for the staff, aqt as executive secretary when 
required and provide necessary liaison. 

Purpose of State Occupational Advisory and Program Committee 

The primary purpose of a state occupational advisory and program 
committee is to develop the instructional objectives guide for the 
program, discuss tha proposed dianges following local cowit'tee 



tmwimt md rtcn—inrlit iont and finalii^ thm docitnt for 
•uthmitlcatibn by Itata Dmirt^ of Public ZMtn^yition 
mad Stattt tepartMnt of Comnsflty Coll^gM* Oacm thm stata 
progrui laatractional objj^tlvaa gulda la p^llahad, tha cos- 
aittaa vlll than ha^ tha raaponalblllty for kaaplng tha 
prograa to data aiad for Initiating action for tha conduct of 
Jolnt^tata vocational/occupational program taachar/lnatructor 
c<mf arancaa • ^ 

6. pcaupatieaiflf' Advlaor Fuoctlona 

Occupational advlaor functlona ahould involva prlaarllys 

a. Stating knoim changaa and naada In buainaaa or Induatry that 
will hava Inpact upon tha vocatlonnl/occiqpatlonal progran of 
concani« 

b. Halping to parfofm a Job analyala if ona la raquirad. (Saa 
Appandicaa B» C-2 and D.) ^ 

c. Voting on accaptanca or rajactlon of propoaad taaka and 
parfomanca atandarda *for program, during Job analyais. 

*d« Haklng conmenta and racoBBiandationa ragalrding changaa to 
occupaticmal taaka , ^kllla , ralatad technical information 
and at^idard^. 1 

a« Sarving^^ ^ communication link with occupational activltiaa 
and coBBrakity concamad, and publlciaing program activity. 

7; Scheduling of Occupational Adviaory' and Program Conmittae Maatinge 

[ Committaa meatlnga ahould be achedulad at times convenient for 
tha moat members. This will usually be best determined by dis- 
cuaa ion with the conamittee menbera^isi^ For either local or state 
committee meetinga, adequate advance warning with follon-up la 
eaaential. Items to be reviewed by the coonittee members and 
agendas should be provided to them in advance. Consideration 
should be given to the following: 

a. Local Committee ^Maetlngg - Heetinga involving local occvtpa'^ 
tional advisors /tetachera/lnstructors generally will be beet 
conducfted in the evening to obtain maximum advisor attendance. 
Nhara vocatlonal/occiqpatlonal teachers /instructors only are 
concerned 9 a Jointly agreed i^n school day afte^oon, 
usually a mid-^ak, has been found to be most prAuctlve. 

b. State Committee Meetings - Meetings of more than one day, 
which Involve program development or review » may be best 
conducted after the termination of the secondary achpola * 
apring aamaatar. Thia freaa the aecondat^ teachera to give 
full attention to the meetings and makes use of experiences 
gained in programa during the ischool year. Funds will 
notsudly be required to pay the aecondary teachers for ' ^ 
attmnding auch pee tinge in addition to travel and per diem.. 
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ABpls AdvAiictt notl€# ws^fc b# glvM to p% rait nil ittkvoliF#tl 
to plan for and proparo for audi Matlnga, aapadally 
^Inca aany aacondary occupational taaohari taka auaaar 
aaployaant • 



COMCBPT V: THB IVALUAXIOM 07 STUDBOT PUtVORMAMCBp DBTBXMIHATXON AMD 

RBCOGNITION 07 STUDIMT J0n)UALI7ICATI0N AMD DBTDKIMATIOM 
07 THE CREDITS TO BE AHABDBD THB HIGH SCHOOL STUDENT TOWARD 
ADVANCED STAMDIMO AT THB P0ST-8BC0MDART LEVEL IM ARTICULATED 
PROGRAMS IS BEST ACCOMPLISHED BT EMPLOYING THB fOLLOHIMG: 

A. USING GOMPBTENCT BASEDp STANQARDIZEDp TEST ITEMS OR 
TEST ITEM OUTLINES TOR BACH COMPBTBNCY (WITH PER* 
70RMANCE STANDARDS STATED) DEVELOPED BT THE ADVISORT 
AND PROGRAM COItaTTBB;^ 

B. PROVIDING TOR JOINT TEST TEAMS TO AIMINISTER ANNUALLY 
A PORTION 07 STUDENT JOB QUALI7ICATI0N BVALUAXION 
(CENTRALIZED WHERE POSSIBLE) AMD ^ 

C. PROVIDING 70R 70RMAL REOOGNimi 07 STUDENT PROGRAM 
ATTAINMENTS IN APPROPRUTEp STANDARD p PERSONNEL MANAGE- 
MEOT TERMS AS^TO JOB QIIALI7ICATI0N(8) p PLUS A RECORD 
07 POST^SECONDARY ADVANCED STATUS CREDITS EARNED 70R ^ 
THE HIGH SCHOOL STUDENTS. \ 

7. IMPLEMENTATION 07 CONCEPT V 

1. Davalomaant of Tact Items 

Tha occupational advlaory and prograia coomlttaa chargad ulth tha 
davalopttant of an.lnatructlonal objactlvaa gtilda (noraally tha 
atata laval commlttaa) ahould prapara at laaat ona coapatancy 
baaad taat l^aa (prafarably a taat Ita* outllna) fpr aach taak. 
Tha purpoaa of tha ta^at Itaa la to avplttata tha ability of tha 
atudent to parfora tha taak and maat tha raqulrad parformnca 
atandarda. tha Individual instructor or a teat taan can uaa 
thaaa taat Iteaa by aalactlng appropriate Itana and for tha outllna 
tjrpa add tha details required to evaluate student perfonunce. 
These test IteM constitute a tastraank and are not coi<aldered 
to be a standardized teat alnce eacn outline teat Iten'a specifics 
will vary iirlth the teacher /Ins true tor and will seldoa be uaed ft 
the (saMt tlnie. They can be. used Indlvldiaally \or In groupa-p as 
needed. The purpoaa of the atandardlaed test Items or test Item 
outlines Is to ensure that all Students In the aaaa occiqM^tlonal 
program are required to meet approiflmately the aine evaluation 
reoolrementa. As each teat Item or test Item outline la preperedp 
the coisBlttee should alao Indicate the appropriate performance 
atandarda to be mat. Theae teat Itema ahould be uaed In the 
evaluation of occupational quallflcatl£i In addition to determlnlilg 
student progress dtnrlng the Instructional period. 
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t. Joint C«itT»ltm»4 T— tlM Activity 

All hlfli •ohool vocational atudanta with an intaraat In ipploy- 
■ant In tha occupation for which trainad, or haVlng plana to 
«ttand tha Ipcal OQ/TI for advancad Inatructlotf In tha aana pro- 
graa ahould ba provl^d ralatlvaly aqual opportunltlaa to 
daaonatrata occupational qualification. In ordar to provlda 
auch opportunity and to iaprova tha adAiniatratlon of parformanca 
typa taat ItaMf vlth a concurrant raductlon in chanca for any 
biaap a phaaa of occupational av%luatlon ahould ba conductad on at 
laaat an annual baala at a jointly adainlatarad cantraliaad 
taating facility. Whara poaaiblf« thia/ phaaa of taating ahould 
ba conductad at tha local araa pbat-aacondary Inatltutlon ao aa 
to taka advantaga of aquipaant raaourqaa and to fattiliarlaa high 
achool atudanta vlth tha inatltutlon. v 

Coordinatad by tha prograa jcpMitta^axacutlva aacratary, an 
avaluation taaa of aacondac^ and poK-aacondary Inatructora 
ahould prapara for and adainiatar tha cantraliaad avaluation aa 
a Joint affort* ualng tha^taat Itaaa froB tha taat bank. Thia 
procadura haa aavaral advlmtagaa for tha atudant and alao providaa 
a vaana for tha aacondary achopl tyttani vocational aducatign 
atjparviaor to datarmina vaaknaaaaa and atrangtha in tha vocational 
prograMf aa wall aa to halp anaura that taachara/lnatrucm'a are 
applying tha aana parforsanc^ atandarda. 

Oiring to tina raatralnta, only kay taaka in aach block or couraa 
of vocational/occupational Inatruction coaplatad during the year 
can ba centrally taatad«_ Aa a raaul't* central evaluation ahould 
be applied aa a portion (approxinately 40Z) of ,the total evalua- 
tion input in. detenination of the atudant 'a occupational quali- 
fication for aach block of inatruction. The hone echool tetfcher 
providea tha balance of the block evaluatlop. (See Appendix G 
for procedural dataila.) (See Appe^lx Taating Rationale.) 

3. Job buallgicatidn Certif ieatea 

To provide etudenta with evidence of Job qualification in tenia 
■aaningful to the aoployer, they ehot^d be iaatied a certificate 
of pccttpational qualification. At the hi|^ achool level thia 
would ba in addition to the conventional dip lone. Thia certifi- 
cate ehould atate the Job qualification (a) in terse uaed by the 
buainaae or induatry Concerned » or aa contained in the Dictionary 
of Occupation Titlea. The eertificate ahould ba aigi^d b|r the 
hoM achool ina true tor (i^) and the evaluation teas and be 
. authenticated by the codKlttee exedutive eecretary on behalf of 
Nrhe advisory and program coHeittea. On the reverse eide of the 
Eirtif icate ahould be recorded the cduraee for whidi high adiool 
kraduatea will receive credit if they enroll in the poet- 
Ceoondary phaaa of tha prograa. (See Appendix H for aa^>le of 
certificate diacueeed above.) (Since the certif icatea are issued 
only to^Loee who are Jc^. qualified at aosa recognised Job level, 
the esrtlf icatee neet with favor by the esployera and they are 
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■ought «ff r bjr. th< ■t ud^nf .> p rocHuw ifill ■Imlify 

wgUtratlon «t tha CC/TI l«v«l. It la not latrndad that th« 
.cartlflcatM b« ua«d ■olaly to donoto courao or block gradaa - 
rathar lea purpoaa la to danota atudaat Job qualification and 
couraaa for irtilch cradlt ahould ba avardad by tha eoMunlty 
eollaga/tachnlcal InatltuU eoo^mad; gradaa of couraa say ba 



OccMpatlooal Taak Porfomanca Kacord Carda 

« 

Aa an adjunct to tha cartlflcata of qualification dlacuaaad In 
Itaa D-3, It la alao daalrabla to provlda tha atudant with a llat 
of occupational taaka In which Inatructad. Thla can ba takan 
fro* •■ha taak Invantorlaa In tha Inatnictlonal objactlvaa gulda ' 
or tht> dtudant vocational akllla racord aalntalnad by tha 
taachar/lnatructor and baaad upon tha format ahown at i^|>pandlx 
C-8. A uaaful Mthod of aaklng avallabla auch Inforaatlon la 
to provlda tha atudant with a copy of tha Occupatloqal Taak 
ParforMuca Racorda Carda. Thaaa carda fold Into irallat alia and i 
prlntad on haavy papar. Tiby contain aaaantlally tha am Infor- 
^ aatlon aa that found In tha atudant vocational akllla racord. 
Iha atudant haa a llatlng on thla card of tha taaka that mat ba 
■aatarad In tha prognua of Inatructlon and tha aaquanca of auch 
Inatructlon. Tha card alao paralta racordlng of atudant prograaa. 
Tha Inatinictor nay alao Maintain a copy of tha card, aa a handy 
dally racord of atudant prograaa. If daalrad, tha taachar/ 
laatructor'a coplaa of tha carda ava authantlcatad and glvan to 
tha atudanta uban thay laava achool to aaak a^loyaant or to 
anvoll In advancad Inatructlon. Ihla provldaa tha atiudanta with 
a coaplata racord of tbalr taak parfonumoa that can ba ahown 
to tha aaployar In addition to tha cartlflcata of Jdb qualifica- 
tion. (Saa Ap^ndlx I for a aaapla ot<^^ forsat of a» 
Qccupatlonal'^Taak Parforaanca Racord^ , 

5. PgllcY For atudanta Hhd- Fall Cantrallaad Taatlna- 

^ A atudant who partldpAaa la tha cantraliaa4 taatlng phaaa of 
> occupational avaluatlon and falla to aaat Job qualification par- 
foraanca atandarda for all blocka (couraaa) coaplatad, will ba 
racogniaad aa Job quallflad to parfoni only thoaa blocka In which 
tha ■Iniia i Job qualification atandarda wara aat^ (total avaluatlon 
aoora of 80Z)« (Saa Appandlx G.) If, daaplta ona or aora 
falluraa, attadanta . ara ' avaluatad In anou^ blocka or couraaa to 
raealva^racffgaitlon of a Job qualification at a racogniaad job 
laval balMf tha prograa obJactl\^, thay ahould racalva a Job 
cartlflcata atatlng auch qualification (a). (Saa Appandlx H.) 
Thoaa who fall to racalva a Job cartlflcatlon for any laval Job 
ahould ba glvan a lattar ahowlng what blocka or couraaa wara cob- 
platad and tha advancaML cradlta thay aay. hava- aamad. (Saa 
Appandlx B-2.) CC/TI dburaa cradlt will not ba awardad for thoaa 
<Souraa* In which fdir qiiallfleatlon waa not daaonatratitd. Should 
auch atudanta, anroll lh tha local CC/TI In tha aaaa occupational 
prograa, thay say pxaaant avldanca of brock (couraa) co^platlon 
and raquaat rataatlng In thoaa blocka In which not cartlflad, or 




ahown • 



enroll In the coura^ . a&^d repeat th^ iM^ru^^^^^ 



tasks li} which they ' jf ailed to nieet required ^ p 

dards. Retestingf is appfopriate only if the instructor sees 

inerit to Such action. Since the student has con^leted much of 

the course work 9 an opportunity for early ;course c^letion nay 

be appropriate. On entry , the student will be given full credit 

for certified oppupational courses (blocks) and be enrolled\ 

with advanced status to level ^at; ^Ic^^ or awarded \credit(8) . 

Policy for Secondary Students Who Complete Articulated Courses 
and Do Not ParticilPate in Centralized Testing 



To reduce the testing load, those students who are enrolled ill 
an articulated course in hfgl;i school, but have no plans f or eii5)loy-' 
meiit or advanced instruction in the dccupational program nornialiy 
should not be required to take the centralized testing phase of , 
evaluation.'^ Therefore^ they would not be certified as 'jobVquali- , 
fled by the advisory and program committee. Should such a person 
receive a passing grade for high school vocational course Work 
rand later apply for advanced instruction in tiie program at the - 
local post-secondary institution, they .should be permitted to use 
the course" grade as part o^ the support for a request to chkllenge 
and be tested for advanced status and course credit. If such / 
students elect not to be tested, they should then be required to 
enroll in the course. Owing to frequent reluctance to be tested^* * 
good vocational students with no specific plans following gradua- 
tipn should urged to be tested to. obtain a job qualiflcatibn ^ 
certificate as something to fall back upon. 

# ■ 

Alternate Solutions' For Centralized Testing 

When the nunber of students to be evaluated xinder the, centralized 
joint testing activity procedure exce^ads' facility capacity or . / 
distances preclude such action, several solutions are possible: 

a. Conduct ted ting on several different days, utilizing 
different high school teachers Wch time, or 

b. Conduct' testing at two or more Central testing fahili-^ 
ties ^d test students at other th^thelr home 

school, or / ^ 

* ■ . - ' ' " 

c. Organize a joint-test team(s) of teachers/instructors to 
t administer tests at other than their home school ,^ with 

students remaining at respective schools. ^ 

Advanced Course Credit Based Upon High School teacher Evaluation 
Only ' - ' 

In some instances the conmunicat ion between Klgh school vocational 
teachers and CC/TI occupational education Instructors in a local 
area may be of the highest order, ^ere may be no question as to - 



full compliance with the instructional content and performance 
standards set forth in the instructional objectives guide at 
both levela of instruction. The GC/TI occupational education 
adalnlstrttcbrs and instructors may elect tinder such clrcinD- 
stances to forego centralized testing and award credits for 
courses Bticcessfully completed, if high school students are^ 
certified las Job qualified by their homer school and continue to 
show a high degree of proficiency' in advanced occupational prbgrami 
work. Note» thete are dis^iriyantages to this course of ^action - 
(a) precludes application orV)uality control in the secondary 
system, (b) causes the GC/TI to lose a'fecruitlhg benefit, (c) re^ 
moves the advisory and 'program committee from certifying job 
qualification and (d) deprives the student from the experience 
of demo^trating Job qualification away from the hdnie schooi. 
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1; Articulation Coordinating Coganlttee (Local Area) 

This committee Is expected to establish and malntiten con4iinlcatlon Ibetweenr^ > 
the local area school systemCs) and the coinnunity college/technical 4nstl- 
tute that have entered or plan to enter Into an articulation "^agreenent to. 
U^ake articulation work. It Is primarily a planning and coordinating unit, ' 
but It is also used to ensure that articulation of the vocational/occupa- 
tional education programs » to^ include 'agreements; policies / procedures 
requirements ^are known and siq>ported. The committee should be alert to 
problems and deficiencies which may arise and take pronqpt action toward 
their resolutionV The committee is especially important in the initial 
phases of articulatibn to ensure that required committees and other actions 
to include workshops > orientations ^and publications are provided for and 
' that all involved are fully familiar with their articulation responsibili- 
ties and carry them out^ (See Appendix N for sequence of articulatWa^ 

• • '. '.^ . ■ - ■ " •'■ l * \ -'^ -■ 

The comnlttee mp^ conslstSNsDrlmaril^ supervisory petsonnel,/ ^ 

as the secondat^ level N^catlbnal ettucat ion directbr(s}9 the assistant 
eqperlntendent for secondary educatio;i (or equivalent) » th^fc-Tftminunlty^ 
college/technical ihstf tute deian of Instruction (o© equivalent) , direx 
of vocational or occupational educatfbny^educational development- offic) 
asslstanfe^^eiin of instruction and one or more representatives of the high 
^ 8<^0oljpi|M ma3r^also be appropriate to have the post-vsecondary 

\admlssio>ns officer axid, a represex^Ative of the area guidance counselors* 
(committee as part^of the meodbershlpl On occasions it may beqedao desirable 
to request that a representative from the local board (^otseduc^i on and # 
the board of trustees participate in the 'meetings of this cMUnlttJ^e for 
Ihformatlonal j^mrposee. ' ' ^ 

2. InsMtutlonal Achnlsslons Committee (Local Agea) ^ , 

This coBpmlttee is designed to provide a communications link between the local 
area hi^ schools and the commun^y college or technical institute on matters 
pertaining to admissions requirements » changes , problem areas and a^plss ions 
\ procedures. The coinnlttee should meet at least annually to ensure that the 

seconjdary education personnel are kept current. This committee should con*- 
slst of seleoted^iijem^jn^ of the local comnunlty - college /tecl|nlcal institute 
faculty (both/Wademlc and occupational) » department heads / adiplssions per- 
sohnely student services personnel and persons from the secondary leve^ in- 
stitutions and systems with related ideitt if icatlons. 

■ •* 

NOTE; Where more than one community col lege /technical institute have. > 
entered into articulation agreements with the same secondary 
school system (s) 9 the committees disclosed above should have 
') representation from all such Institutions concerned to ensure 
f that liberal articulation Is achieved and maintained. A com- 
\ mittee as proposed In Item 1, also should be established at' 
M the State level to coordinate artipulation actions. ^ 
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Job; ANALYjfS SURVEY' TO DETERMINE 
= OCCUPATiCWALLY RECOGNIZED TITLES 
' , ' ^ FOR • ' ' ' / 

MAJOfe BLOCKS OR DIVISIONS (DUTY AREAS) OF 
AN OCCUPStlON AND THE PROJECTS (MODULES) , 
WORK ASSIOIMENTS OR TASKS OpMMON OR ROUTINE 
. TO THE BLOCKS 

This Is a Job analylsls survey. Its purpose Is to determine first the vari- 
ous divisions or duty areas of activity peculiar to the highest skill level 
JobCs) in a specific occup^<llonal area, such as: Brake Repair for a General 
Automocive Mechailc in Automotive Maintenance & Repair or Typitig for an 
Execn^tiye ^ecret^ry In Business and Office Occupations. Once the activity 
areas are^etermined, you then detenilne what tii^ks or work assignments are 
"no rnially required in performance of. the duty or luj^^ activity area » such as 
'^Bleed Brakes" in Brake Repa^ or "Prjepare Manusprlpts" in Typing. Oc^pa- ^ 
tiohal ad^^ors are considend to be the most valid source of this Informal ' ; 
tldn. As used here t project and task have the same meaning. 

.Attache^ /is a copy of a^^aft task inventory or listing which cotitains^ the 
tasks or worker Job competencies considered as commonly required in^erformance 
of the subject J9b. These tasks have been grc^P^d according to the' activity' 
or duty area to tdhich they are most closely or most frequently related. This 
inventory was taken from recent occtqpational publications. Advisors are 
requested to review the task inventory ^ to eij^ure that dask groupings and tasks 
listed in the group are both accurate and current with occupational require- ) 
ments. Titles shcwld be tbose^mpisft commonly used and the list should be as 
complete as^possllflLe as It pertitins to primary or essential tasks. Since the 
task cinventory i^J^(c49e 'us£d to develop or update an occupational program'^f 
instru&tioh, tasks an^d duty areas shown should be those known to be required 
for at least two or three years, into the future., Items being phased out are 
noti valid. The rl^t hand side of each page- of the Inventory provides space 
in whidi to show changes you consider needed far an a^rcurate, valid llst.y 
You should reflect requirements that satisfy both local and tegldnal needs. 
We use the term ^*coiq>lexlty'\to desclrlbe duty areas and tasks that have many 
activities in their performance which the wbrkef must know and/or do. A 
"simple" task has few components'. A "comple^" task will have m£my components 
or actions for completion. . 

. . ■ ■ ,' ' ■ ' • • " • . ■' . ' 

The firsts p^ge of the inventoxry shows the proposed duty areas or task 

groupings common to the occupation. 

Should you recommend consolidation, addition, or deletion of any of the 
(^blocks /divisions shown, you should feel free to make such changes. VeSgire 
most Interested in what are the most widely recoaaized major divisions of the 
occupation, their titles, and the order of comp^xity. The least complex 
being number 1^ folltiwed*in progression to th^^dst complex. Place the 
numbers in front of the titles ^ In the space provided. 
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dlylstons, work asslgninenM, projects or tasks common, or routine to the 
occupational division pr, block. In the left h^d column, identified as Na. "1", , 
are listed siibdlvAsions or projects of work titled as^ could be determined from 
information available to instructors. Please rapk order the pro^Jects again 
according to their complexity, with the least complex nuinber 1 progressive^ 
numbering to the most comi>lex, the highest number. In Column IV you may enter 
titles for the subdivisions or projects which you consider misnamed or titled; 
ot list those . to delete y add or consol|.date. Be as current and accurate as 
your knowledge of the occupation permits. The intent is to tise titles, terms, . 
^ etc., recognized as Common or standard for the occupation ,P by indxistry or busi- 
ness. . ' ; " 

■ d • ' " V • . • . 

In Column II give your opinipn as to the frequency that the average worker will 
he reqiiired to perform the 'project or work assignment, by checking "seldom", 
'Veekly", "daily", or J'more often". This establishes the priority and iH?)or- 
tance to be attached to jCeaching the student how to perform ttie project. 

In Column III identify the workers skill or competency levels expected to be 
able to do all of the work involved in the work assignment or project. The 
question is, "Must the new worker know how to do operations involved?" Column/ 
III gives an Idea as to what experience and skill level of worker that will 
nprmaXly do the job. , If a l/prker at lower skill levels would do only part of 
the job/project such as "remove a part", "serve as a helper", or "type rough 
drafts," le^aving the finished joh to more skilled, make a note to» that effect. 
Tasks which only the most skilled and very experienced workers will be expected 
to perform may not always be appropriate In this course of instruction which 
qualifies the individual to initial enq)loyii«nt at the job level concerned. 
However, if the Worker mtist have the basic skills for the task to be capable of 
performing other activities at job entry Ijevel or soon thereafter, so indicate. 
Tasks which are best learned on the job -^ifS^d *be identified where appropriate. ^ 
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OCCDPATIOMAL DUR ABEAS, DIVXSIONS OR 
~--«A)(a»-<)F-TOE-0<XWP^01l 



OCCUPATIONS Automptlve Mechanic 



Comaon Titles wed tp Identic the 
Duty Areas 9 Blendes or Divisions of the 
Occiq>atloti. Place Mimber In space 
to show least conplex (1) then In 
order to most complex. 



1 Lubrication and Vehicle 
Operating Maintenance 

2 Cooling System Maintenance 
and Repair 

3 ^'^tdmoblle Heater Maintenance, 
and Repair 

8 Standard and Power Steering 
Unit Maintenance and Repair 

*• . ' ■ . ' 

. 6 Poire r Train Maintenance and 
Repair 

10 Automatic Transvlsaloiiiis 
Maxntexiance and Repair 

7 Braking System Maintenance 
^ and Repair 

4 Fuel System Maintenance and 
Repair / 

9 Ftbnt End Maintenance and 
Repair 

11 Automobile Air Conditioner 
Maintenance and Repair^ ^ ^ 

5 Engine Overhaul 

• ■ ■ , . ■ ' ' ■ .■ « 

12 Electrical Systems Malntenande 
and Repair • . . \j/ 



Title You or Tour Business /Indus- 
try Recognize for the Listed Block/ 
Division If Title Show^/ Is Not 
Acceptable. 



7 



/ . 




/ 



Drive, Line aiad Rear Bad Repair 



Heating and Air Conditioner Repair 



V 



(NOTE: The nunbers shown In column I oiE Appendix B-la and B-lb are saii;>les of 
advisor entries* Advlsot received blaiak form.) 
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DUn AREA» DIVISION OR Bu)Q^TITLE: Standard and ^egwer' Steering Unit Maintenance and Repalj 



TASKS > SUB-DIVISI OHS. PROJE CTS OR WORK ASSIGNMENTS COMMtW OR 
ROUriNE TO THE DUTY AREA, BLOCK OR DIVIHaN QF obcTOAnor ^ 



Title of Task^ Sii)- 
L, Work Assignment or 
> Kuober In Order of 
)jaflex as Number 1 to 
: Conplex.. 



(II) Frequency That Average 
Worker Will Be R«^red to 
/^■Pferform the Task, Project or 
Sub-Dlvislon. 



s 



(III) Level of Cbm- 
plexlty ; .NonMtlly ' 
Perfonned By Skill 
Level, or Levels Checked. 



Pm 

o 



H 

CO 



N 



H 
CO 



(IV) Title Normally Used 
By, ^Your Industry /Buslneiss 
for the Task, Sub-DM- 
slon. Project or Work 
Asslgkunent, If Tou Dis- 
agree With That Shown. 
Also Make Deletions, 
Conblnatlons, or Addi- 
tions to Column I If 
Appropriate. 



Ldard and Pqvtt Steering 
: Maintenance and Repair 

Bt vorm and sector in 
ritig box 

«ct aiid nplace 
ring spindles 

•ct stMilng 

Icate the poirar 
ring 

Icate the steering . 
ttnd linkage 

l^power steirin^ 

ir or replace manual 
ring conq)onents 



ix or replace power 
ring components 



Z 
Z 




z 
z 
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DEVELOPING A COMMITXEE COOBDINATED JOB ANALYSIS 
FROM INDIVIDUAL ADVISER iUESPONSES 



The following la a suggested method for utilizing the responses received from 
various persons as Input for the Job Analysis Opinion Sijrveys, In an effort 
to achleveivffli^ agreed upon listing of occupational blocks or divisions In a 
staiidardlz^kordert as well as titles • This would be followed by a like 
effort to determlne^ the tasks cpnsldered to be a normal worker function for. 
each of th6 duty areas » major blocks or divisions of the occupation* 

t 

1. Call a meeting of the advisory and program ytommlttee and dlscxiss 
the occupational duty areas » major bt qdcg ^r divisions » based 
upon survey responses » and reach an agreement with the full conH 
mlttee on the duty areas and titles that appear to be most 
acceptable, listed In order of conqplexlty. 

* •r 

2« Following the establishment of an agreed upon order of the major 
blocks or dilvlslons of the occupation » Identify the tasks organic 
to "each block and list In sequence prder of coiiq)lexlty or as 
required for job -perforiAance* Use the titles that app^r most ac- 
ceptable. The tasks should be Identified as what the worker Is 
expected to do, net how* These are usually stated as action 
reqxilrements , such as draw, repair, adjust, audit , balance, make,_ 
recot^d, etc. At the same time the frequeiicy of the ^ask and the * 
skill or competency level should be Identified with the task. 
The responses on the opinion surveys and the comments of the 
advisors present shbald be considered. (Conplexlty here means 
nunber of parts or actions required In duty area or task per- 
formance.) Appoint an Individual to recprd agreed upon master listings 

3. Ruled sheets or blank survey, type forms should be teed to record 
the task list Information developed, liiese task listings become 
the task Inventory and will then be used to develop the skills or 
conq>et:encles (the operations) that the learner must acquire to be 

. a1>],e to perform the task, by the process of task analysis for-each 
task. See Appendix C-2a(l) (2) (3). 

4. If, there are common tasks or requirements to be found In all 
bidcks, they cab element or the base 
bxock and possibly taught early to avoid unnecessary repetition. 
In determining the sequence of Instruction, there may be certain 
ones must be completed first before others, can be performed. In 
some occiqraitlons , there may be no such eleme^nt. In others It 
may be obvious. 

5. During the process discussed In "2" above. If sufficient 
.advisors are present. It may be desirable to break up the larger 
.committees Into sub-^oiips afteir the titles of the major activity 
blocks and the sequences are determined, and basic blocks are de* 
termlned. These sub-groups could be used to develop the program 
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tMk li^ to each dlvlsloa for the occupa- 

tloios that have a large nunber of divisions and taskd, such as 
automotive and business education. After sii)*groiq;>s have conh- 
pleted their portion of the blocks or divisions » tine permitting^ 
they could read whatever had been developed » tp get full commit- 
tee reaction. Another approach 1« to do as mudh as poi^slble and 
conplete the rest at the next advisors' meetlngii It Is essential 
that enough be accon^llsh^d during the meetings with craft advisors 
so that vocatlonal/occiqiatlonal teachers/Instructors will have a 
sufficient 'amount of the occupational task Inventory ixpoa which 
to perform a task analysis. Task analyses can be performed without 
the advisors present at a time more convenient to the teachers/ 
Instructors. 
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This articulated Instructional pbjectlviea '^g a 
reference In the articulation of vocatlomd. ediicatlon program at the high 
school level vltli occupational education prograaa at the cnnmlty college/ 
technical Institute leveJt azid to foster coapetency bailed Instruc^i^^ and 
evaluation. It £s Intended pjrisiurliy^ for use by Instructors at the post- 
secondary level and teachers at the secondary level conducting like courses 
In the saae occi^ttipnal progran* Jhe guide cpndild^rs cooBonalltles In like 
occupa^onal courses between hlgli school ,and CC/TI (conunlty colleges / 
technic^ Institutes) programs -in the sane occupation^ and lapleaients three 
baslc^ copcepts . ^ . . 

The coMonality exists by virtue of the requircnent by law that North 
Carolina coMwaiity colleges and "technical institutes conduct "Open Door" 
instruction to include occupational prograis. Obviously, "such instruction 
snist start from the beginning of the total occt^ational pifbgraur often re- 
sulting in duplication of inatructicm conducted, in high school. This fact 
created 'tiie requirement for 'articulation which, if properly conducted, 
renovto the need for the post^econdary student to repeat Qccupatlonal in- 
struction succesafully coopleted at the secondary level. Siich students 
usually require only the more advanced occ\q>atlonal instruction not recelyed 
in their high school. « 

The three basic concepts involved in occupational program artfculatlon 
between secondary and post-secondary levels of Mucatlon are: 

1. To ensure that vocatldnal education instruction conducted at . 
the hig^ school level is transferable for credit to the 

CC/TI in tne same occ^mational progr^ it is essential that 
the vocetional/occujiational educ^tlcfa instruction conpo^mts^ 
(coursss) content be standardized so as to be Identlfla^Bf 
with one or more like components at the CC/TI level. 

2. To ensure that the stxident has ^acquired sufficient skill in 
job-task performance to be given post-secondary credit for 
hlg^ school work, the teachers and Instructors must both use 4 
the same task performance standards . 

3. To ensure that student occiqyational qualification recognized 
for employment or course credit is both both valid and reli- 
able, it is necessary to standardize test Items and procedures 
in the evaluation of student job^task performance > 

Instructional content standardization is based upon job tasks considered 
necessary for job qualification by the eiq>loyer8. The performance standards 
standardization is achieved by basing them on the performance standards re- 
quired by the Industry /business/profession for initial job entry qualifica- 
tion. The ability to perform job tasks and meat initial job entry task 
performance standards ,recognized and accepted by eiq>loyers miist take prece- 
dence over personal opinions regarding standards or artliculatlon cannot be 
readily accomplished. Test items and evaluation procedures for the same 
job task should be developed jointly by the Inst^mctors and teachers con-^v^ 
cerned. 7^ ' \ 
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ABIICDLAIZOII USEARCq PBOJBCT 
SIOIAXORZES TO* LOCAL ABBA OCCDPATIOIIAL WCAXtON CDBSICULUM 

ABIICULATZCM AGKEEMEHTS ^ 



The fdilowlhg listed local area public achool ayataa and* coanmlty college/ 
technical iiiatitote adidniatratbta have agreed to articulate their SecretardSid 

^ Sdrence - BueinMe Bdiication^FrograM of ina traction. Such ^greeaenta involve 
the fat^oyaeatL of thle docuBent aa an inatmctional objectivea guide. High 

*-acho<^l atudenta vfap aucceaafully coaplete recognised articulated portions of 
this prograa and are evaluated as job qualified in work completed yill be given 
appropriate credit for such work by the local area conmunity college/tec h n i cal 

Hlttatitute. 



Curi^erland Ajrea; 

Hovard Boudreau 
C^. Wayne Cdllier 
R. Hex Abbot 

Dwlin Area: 

^ Carl D. Price 
Oiarlea B, Telverton 

Martin Area: * 



Isaac B. Southerland 
R. Eugene Rogers 



President 

Superintendent^ 

Superintendent 



President 
Superintendent 



President 
Superintendent 



F^etteville Technical Institute 
Fayetteville , North Carolina 
C\Bi>erland .County Public Schools 
Fayetteville^ North Car<^lina 
Fayetteville City Schools 
Fayetteville^ North Caiblina 



iaaes Sprunt Institute 
Kenansville, North Carolina 
Duplin County Public Schools 
Ken^nsville.^North Carolina 



Martin Community College ' I 
Williamston , Vdrth Carolina 
Martin CQunty Public Schools 
Willianstpn, North CarolinP 



May land Area; 

0. M. Blake^ Jr. 
Phil Geouge 
Harry McGee 7^ - 
Edgar F. Hunter 



President 
Superintendent' 
Superintendefnt 
Supeir inirenden tt 



Mayland Technical Institute 
Spruce Pine North Carolina 
Mitchell County Public Schools 
Bakersville, North Carolina 
Avery County Public Schools 
Nevland, North CaroliriA 
Yancey County Public Schools 
Bumsville, North Carolina 



Person Area: 



. Edward, Cox 
Walter' S. Rogers 

. . y ■ , ■ 

Wayne Area: 

Clyde A. Ervin, Jr. 
John K. Woo ten y Jr. 
William R. Johnson 



President 
Superintendent 



President 

Superintendent 

Superintendent 



Piedmont Technical Institute 
Ro3d>dro, North Carolina 
Person County Public Schools 
Ro:d>oro, North Carolina 



.^ayne Community College 
Goldsboroy North Carolina 
Wayne County Public Schools 
Goldsboro , North Carolina 
Goldsboro City Schools 
Goldsboro y North Carolina 



Martin-Washington-Beaufort Area ; 



Isaac B. Sutherland 
Robert G. Alligood 
James F.^Blanton 



Presidefnt 

Superintet^dent 

President, 



Mantin Community College 
Wllliamstony Morth Carolina 
Washington County Schools 
Plymouth, North Carolina 
Beaufort County Technical Institute 
Washington y North Carolina ' \. ' 
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THE ARTICULATION RESEARCH PROJECT 



Background! The Articulation Research Project was Initiated on 1 September 
1974 as a State Board of Education approved joint effort by the President Qf 
Janes Spnint Institute and^the Siq)erlntendent of the Duplin County Public . 
Schools. It was' and Is ^^supported by the North Carolina Occupational Research 
Unit 9 State Bepartment of Ptfcllc Education with funding^ p the 
State Depattments of Public Insttuctlon and Community Colleges. 

The occupational program Instructors of James Sprunt Institute and the teachers 
from the Di^Un County Hlgjh Schools ^ assisted by appropriate occupational ad- 
visors ^ acting as a Joint area comnlttee were responsible for the development 
of the Instructional material content of the Initial articulated Instructional 
objectives guide for this program. That gufde Mfas In turn updated, revised, and 
refined by a state level comuttee to provide a pilot model for a state articu- 
lated Instructional objectl/es guide for this program. This guide will be used 
by^all secondary and postTsecondary Institutions and teachers who have entered 
lihto local area artlcula 



don agreements for this program. 



The state level cbmmiti 
Duplin Area Committee pi 
^ area. Joint advisory and 
operatloniJ[ In the area8_oj| 
latlon agnements. E| 



revisions and ^refinements to the 
Is ted. of representatives from each local 
^or the occupation concerned that Is 
ive entiered into local area artlcu- 
area sent both secondary and post-secondary occu- 
as representatives for each artlcula^d program, 



patio^ t^acherd/lnstMi 

pXus'at least one advisor for each pr(ftgram9 to piartlclpate as thB*^tate advisory ^^^^y 
/and prdgram committee. Where possible, a state occupational education staff 
member from both the Department of ^Public Instruction and the Department of Com- 
mtbilty Colleges participated In* the role of acting executive secretary for each 
joint state advisory and program committee. This committee acting as a whole 
perfotmed the actions cited above. The joint state advisory and program ^eom- 
mlttee mem|(ers participating from the local areas and state staff personnel are 
listed below; >, 

NORTH CAROLINA JOINT BUSINESS EDUcAlON ADVISORY AND PROGRAM COMMIT 



Dr. R« Je^n Overton 

Katherlne keadows 
J 

Annette S. Talton 
Arlene .G.^ Talften 

Shelton Norrls 

" • % 



Acting Executive Secretary 



Ass*t. Executive Secretary 



Advtsor^Wayne Area *^ 
Advisor^ Wayne Area 




Ass^t. Dir. Business 
. Programs, Department 
of Community Colleges 

C^uuH^t, Business 
and Office Educatlpn, 
Dept. of Pulrllc Instr. 

. I.Q.I. United States, Inc. 
Plkevllle, N.C. 

Town of Mt.^ Olive 
Mt. Olive, N.C. 

Southern Nkt^l. Bank 
Fayetteville, N.C. 



Judy Weathersby 



Herman Klgiht * 
A|uie M. Waters 
Kenneth H. Neal 
Jtidy O'Danlel 
Jean A. Hollowell 
Patricia L. Wells 
Richard C. Jarvles 
Janice Gaskln 
Barbara S. Mitchell 
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Advisor, Wayne Area 
Instructor, Duplin Area 
Instructor, Wayne Area 
Instructor, Wayne Area 

ft 

Teacher, Wayne Area 
Teacher, Wayne Area 
Teacher, Wayne Area 
Instructor, Cuniberland Area 
Teacher, Cumberland Area 



Marilyn M. Fowler 

A '•' 

Elizabeth B. Price 



Beulq h^G* Pe ppers 
Cherle J. Taylors^ 
Joyce M. Hardlson 
Pattl Gaitand 
WillMBliiina H^nsliey 



Teacher, Cumberland Area 
Teacher, Cumberland Area 
Instructor, Martin Arelkx 
:^acheri Martln\^rea 



r 



f 



Teacher, Martin Area 
Teacher, Martin Area 
Teacher, Maj^and ^rea 
Teacher, Mayland Area 



Wayne Coimnuplty College 
Goldsboro, N. C. 

James Sprunt Inst. ^ 
Kenansvllle, N«C« 

Wayne Community College 
' Goldsboro , N. C. 

Wayne Community College 
Goldsboro, N,C. 

Wayne County Schools 
Wayne County, N.C. 

Wayne County Schools 
Wayne County, N.C, 

Wayne County Schools 
Wayne County, N.C. 



Fayettevllle Tech. Inst. 
/Fay^ttevllle, N.C. 

Cumberland County Schools 
Cunib^land County, N.C. 

Cumberland County Schools 
Cumberland County, N.C. 

Fayettevllle City Schools 
FayetfevlUe, N.C. 

Martin Community College 
WlH^lamston^ N.C. 

Martin County Schools 
Martin County, N;C. 

Martin County Schools 
Martin County, N. C. 

Martin County Schools 
" Martin CoTOty/ lf^. 

Mitchell County Schools 
Mitchell County , N . C . 



¥kncey County Schools 
Yancey^ County, N.C. 



Dr. Ca^lylB Pt Woelfer Project Director/Editor- 



ERIC 



6ai8e» 



InstruQiiipial Objectives 
Guides ' 

Typltt * 



i James Sp r unt Ihstltutfe 
Kenansvllle, N.C. 
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Purpoae ol Instructional Objectlvaa Guides 



2* 



3. 



4. 



5. 



Articulated Instructional objectlvep guides are expected to serve the 
follovlng purposes: 

1m - Serve aa_the primary vehicle- f^^^ culation of eubj act mat tar 

In like ocotq[>atlonal programs between the high schools and the 
community cpUegM through use by instructors • 

at both levels aa a reference in preparing Instruction. 

Provide a listing of the minimum taaks that a worker is expected to / 
perform in the conduct of a specific level Job in the occupation of 
concern. \ 

Identify the primary detailed Instructional objectives which are based 
upon the task listings The tasks are llstejd In the sequence of com- 
plexity » with the least conqplex tasks being listed first, except where 
a task must be performed as a prerequisite to performance of another* 

Ilflentify the skills (process objectives) and related technical informs- ^ 
tloxl whleh must, be taught and learned to acconq)llsh the instructional 
objective. These represent the minimum skills and related information 
required for adequate occupational proficiency in task performance. 

Designate J&e Instructional contact hour l|||||(fts Idered necessary to con- 
duct th? -required Instructipn. This is an eptlmate.by the in8truc;;:ors 
of the advisory and program committee as to- the ti m required to teach' 
the average learner to perform the task. This tlJe estimate is based 
upon the as8UDq)tion that the instructor will have available the essen- 
^ tlal equipment, facilities and^nstrucitional aids required to conduct 
the instruction, with the class size limited to the nunber of students 
shown on the equipment list. § 

Identify the perfonnance standards to^p^ met for occupational proficiency 
\ln the task. P^normance standards used are those considered to be 
minimum business or Industry standards. The ability to meet the listed 
standards of perJ^ormance wil|f' also be considered as. qualification for 
Sj^vanced instriictldn in that occupational program. . 

Provide a guide in the conduct of sequential occupational competency in- 
struction by duties orblocks, resulting in qualififcatlop by the learner 
to perform limited skill specialist, jobs of pi;ogresfeively higher skills 
until the program objective is reached, le; filft cladrk to executive 
secretary; brake technician to automotivfe ^ecdianl?ir7r4tc. As the learner 
becomes proficient in the pdrfbrmance of taska in successive more ^com- 
plex b^ocka, more marketable conqHtencieg are gained may be identi- 
fiable as the lower level Job qualifications of a specialist. This 
provides an opportunity for. the slow student to eventually gain 
> sufficient skills to perfom adequateiy as a apeciallst at sbm^ level 
-in the occupation, despite the lack of ability to complete the^ program. 



6. 



The same holds true for the learner who has progressed satisfactorily 
through "several" Initial blocks of occupational Instruction (depending 
-^^^ P^^gram) and then for unable to complete 

th€| program or must leave school. Standardized sequences of Instruction- 
al block presentation also ensure that lateral articulation can be prac- 
ticed between the hl^ schools of a local area and simplifies vertical 
articulation of ^jjbject matter with the local post-secondary Institution. 

8. Provide a listing of equipment required to conduct the program of In- 
struction. Equipment lis tea Is that considered to be the type and quan- 
tity essential for the conduct of Instruction laadlng to Job qualifica- 
tion In the occupation, with the class limited to the size stated. In 
some cases, expensive Items of equipment, that have limited use, can be 
shared between schools. If adequate transportation and scheduling sup- 
port Is provided by the county school office. In some Instances^ It 
may be possible to delay teaching of several tasks Involving special 
equipment and then arrange to take the class to the location of such 
equipment for Instruction. 

• Provide a list of standardized performance test Items to be used In 
the determination of occupational pjpoflclency . The test Items listed 
cannot be easily compromised, as long as the specifics are not provided, 
and could be used as atudy guides. 

. It Is recognized that: there may be unlisted tasks th^t some enqployers 
may require the work*r to do In the occi4)atlon, when In their en^loyment. 
The tasks listed are the minimum requirements for qualification for ^e 
job under average cltcumstances on a regional basis. The tasks are not 
limited to a specific area ei^>loyment Situation or employer » Instructors 
may t^ach more skills and related technical Information than Is shown In 
'the guides. Such Information should .be limited to the students who h^ve 
conqpleted the requirements for the tafaks concerned In the instructional 
objectives guide. Normally the change of tasks to those in the guide 
should be based upon local committee agreed area requirements and be 
taught by all schools teaching the block of instruction. ' 

h' . 

. Updating and correction of items in th^ instructional objectives guides — 
teachers/ins true tors ar$ encourage to view the Instructional objectives 
critically in an effort to ensure that the contents are valid arifih cur^'^iA 
with business and industry requirements. Recommendationk for ctvange or 
correction should be sulkd.tted to the executive secretary of the com- 
mittee, who should then assemble and present them to the advisory and 
program committee as a whole, for review an^ possible ad^ptioa^i ^ 

. Instructional Blocks (Duties )-*;(Sner normal circumstances, the teacher/ 
Instructor should not plan to conduct instruction in a given articulated 
.block of instruction unless theyEapabllity exists to conduct all of the 
Instruction to ^me'et the instru^ional objectives, with the result that 
the successful leaimer Is occ^ationally qualified to perform the tasks 
identified with the block. This of course means that in most cases 
the high schools will lack the capability to . conduct a full program of 



instruction joiMuctAd by tha OC/TI owing to l«ck of cIms tlmt, in- 
■tructlonal rvsoUKcM or Instructor tl iw.. The ov rall philosophy to 

appllsd in OM that it Is betjjst to ensurs that 

tha laamar is fully quallflad to parform all of the tasks in a 
llfldtad group of blocks or nodulas in an occupation and nay be 
qualify at a lover Job level, rather than to be only faafiliar with a 
large nuaber of duty areas and tasks ,fbut qualified to perform, none 
of them.' If higjher level Job qualification is sought, enrollnent at 
the GC/TI is appropriate. 

MMt occupational prograas will contain certain hasie klocks of in- 
struction without which a student would not be ^|Bidefed occupatlonally 
qualified at any level. Such blocks are normally^ identified as blocks 
0.0 to 1.0 and on occaalons blocks 2.0 and 2.5. These blocks usually 
are base blocks and should be taught early in the program sequence. 

The instructional objectives guide is. also designed to pro- 
vide the information required to help ensure that the vocational stu- 
dent from high school who enrolls for advanced instruction in the same 
program at the CC/TI level will receive appropriate credit for 
articulated occupational course work ^success fully conpleted kt the 
secondary education level. 



INSTRUCTIQNAL OBJECTIVES GUIDlS 



aUMMABY 



Augutt 1977 



I 




PROGRAM; E»cutlve Secretary (DCC T-030) 

Stenographer/Buainesfl Education (High Schools) 
> ■■ ■ ... 
COURSES: Introduction to Business (Block 0.1) 

Business Mathematics (Block 0.2) Ir 

Personal Development (Block 1.0) 

Typing (Beginning) (Block 2.0) ^ , 

Records Management tBlock .2.5) 

Office Machines (Calculating) (Block 3.0) 

Office Machines (Reproduction) (Bldck 4.0) 

Typing (Advance^) (Block 5.0) , 

Shorthiiid (Block 6.0) v ' ' > 

Accounting (Basic) (Block 7.0) ' ■' 

O^ice Procedures. (Block 8.0) ' 

fiata Processing (Concepts & Control) (BlocI^ 9.0) 

Transcription Machines (Block 10.0) 

Word Processing (Block 11.0) 

Office Mariiigeinent:<Block U.O - Business Administration) 
u. Business law (Block 16.0- Business Administration) 

Note: Initial Blocks - 0.1, 0.2, 1.0, 2:0, '2.5, 3:0, 4.0, 7.0 «nd 9.0 also 
apply to Business Administration and Accounting Prograas at the post-„ 
secondary level. / 

COURSE, IDENTIFICATIONS: ^ - 

• . Department of Public Instruction 

Personal Development* - No course number ^ 
Typing (BegioiilnB) (I) No, 6111 
Records Management^. . 
' Office Machines (Calcxila ting)* ' ] ■> ' * 

Office Machines (Reproduction)* ' 
Typing (Advanced) (II)' No. 6112 ' ' 

Shorthand (I & II) No. 6212 and 6213 '.X 
Accounting (Bookkeepihg) (I) No. 6332 ' 
Data Processing - Concepts aQd Control 
Office Procedures (Office Practice) No. 6410 or 6431 
Introduction to Business No. 601()a 
Business Matihematlcs No., 6910 
Word Processing No. 6A22' 
J *Note: ' Usually taught assart of 6410 or 6431 in high schools 
Department of Community Colleges (T-0?J(ll 
Personal Development - HYG 101 ^ 
Typing (Beginning) (I & II) BUS 102 & 103 ' 

Records Management BUS 112 - • 

Office Machln4s (Calculating) (I) BUS 211 
Office Machines (Reproduction) (II) BUS 212 

Typing (Advanced) (III, IV) BUS 104,205 

Shorthtod (I, II, III, IV) BUS 106, 107, 108 



'J ; 



[ 
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Advuc«d ShorthaiM (1 > II) BUS 206, 207, & 208 
Accounting (I) BUS 120 
. ^ Tranicrlp tlop Machlnaa BUSl 21Q_ 
Ubrd PxoetMlng BUS 273 

Data ProdMslag (CottCApfea & Control) BDP 104 
Of flea Procaduraa BUS 215 / 
Introduction to Bualneaa Bts 101 
Bualnaaa MaOi MAT 110 
Offlea Managaaant' BUS 271 
Bualnaaa Law I BUS 115 

^ • ' ' . 

cSrAcfSroMf ^^^^ ^ STTOOGRAPHIC (HIGH SCHOOL) BUSINESS BRUTED INSTRUCTIONAL. 



Conmunlty Collagaa/Technlcal Institutes: 
Hlg^ Schools:' Total 1260 or 1440 



1206 or 1283 



mSTRUCTlONAL OBJECTIVES (Secretarial/Stenographic Courses) : 



Instructional Bours 
CC/TI/HS 

Block 0.1 
(33 hrs/180 hrs) 



Block 1.0 

(30 hrs/30 hrs) 



Block 2.0 

(165 hrs/180 hrs) 



Block 2.5 

(35 hrs/35 hrs) 



Block 3.0 

(X hr8/30 hrs) 



Introduction to ijuslness; To provide the learner with a 
survey of the bUslnes^ world with particular attention 
paid to ^formation regarding the structure of various 
types of business organisations, methods of financing. 
Internal organizations and nanagenent.. 

Personal D evelopment; To provide the learner with the 
ability ^d knowledge to be better qualified to succeed ' 

In business occi^atlons by developing socially desirable 

practlces/hablts in personal bbdy care, grooming and dress, 
ethics. Interpersonal relationships, and attitudes towards' 
work, reliability, and honesty. 

Typing (Basic): To develop touch tJypewrltlng cehpetency . 
speed and accuracy, and typing techniques at the lowest 
job level and job qualification >peed as applied to tabu- 
lation, manuscripts, correspondence, business fom. 
st«||Bll8. and di^llcator masters. 

Records M anagement: To provide the learner wltb^road 
background ttalnlng In basic records manageme^;t principles 
and techniques, to file accurately, quickly, and eystema- 
tlcally. 

Bualness M achines (Calculating); To provide the learner 
with the techniques, processes, operation and application 
in the use of adding and calculating machines, with emphasis 
i^on learning the touch system for ten-key adding machines. 
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Block 4.0 

(33 hrm/33 hrs) 



Block 5.0 

(165 hrs/180 hrs) 



Buflneii Machlncfl (Raproduction) : To introduce tbe learner 
to a variety of reproduction equipment to be found in the 
modem office, end to develop proficiency In using commbn 
types of such machittss , with emphasis upon the preparation 
and tee of spirit masttfr stencils and offsst masters/ Where 
possible, students shduld also be introduced to common image ' 
projection equipment, with (»mphasis on slides and transparencies. 

Typing (^Advanced); To emphasise prod^ctlon typing problems to 
the learner and speed building to achieve qualification for 
initial entry at stenographic and secretarial job levels. To 
develop techniques needed by the learner in planning and in 
typing projects that closely approximate the work appropriate 
to the field of study. These projects include j^eviev of letter 
forms, methods of duplication, statistical tabulation, and the 
typing of reports, manuscripts, and legal documents.. 



Block 6.0 

(330 hrs/36d hrs) 



Shorthand! To develop Job qualification skills in the learner 
in shorthand, plus providing typewriting, grammar usage, and 
their application in the production of mailable, typewritten * 
transcripts. 

Block 7.0 Accounting (Basic); To provide the leattier with the ptinciples^ 

(55--88 hrs/l8Q hrs) techniques, and tools bf accotmting toi enable the learner to ^ 

apply the mechanics of accounting. To develop in the learner 
V the ability to collect, sumiDarlzeY and report information about 
ii^etvice and mercahtile enterprises. 




Block ^8.0 
(143 htpl/360 or 
180 hrs) 



Block 9.0 
(33 hrs/none) 



Block 10.0 
(33-55 hrs/fsmll- 
larlzation) 



Office Procedures; High Schools To .provide the opportunity 
to qualify the learner to perform basic records management 
tasks (Block 2.5), to operate common business machines (Calcu- 
latlngHllock 3.0) and (Reproduction-Block 4.0) plus personal 
development (Block 1.0). 

CC/TI md High Schools - To provide the opportunity for the 
, practl^l application of offide related skills and knowledge 
previously acquired In the program of instruction In an actual 
or simulated office environment. To provide instruction and •'|[^ 
training on secretarial (CC/Tl) and stenographic (high school) 
duties. 

Data Processing (Concepts & Control) ; To provide the learner 
with a working knowledge of the basic theory of data processing 
how to work v£th computer concepts,. how to perform data batch 
control, and how to perform processed data control. 

Machine Transcription: To qualify the student in the operation 
and use qf the transcription machine and to further develop pro- 
fessional ability in the application of correct grammar, word 
tisage, punctuation, and accuracy while producing mailable copy 
from machine tran8cribed\ dictation for all types of comnfunication 
forms. 



Block 14.0 
(55 hrt) 



Block 16.0 
^ 33 hrs) . 



"i^ck ll.O . Word Procaaalng! (a) To imvmlop nacMfanr •kills «nd to 

(33-35 hrs/90-i!W) providt prtctlcal txparlMct In thm plannlngv •dmlnlitr«tloA| 

md Q^ftstiom of • word piroc«f«lQ| c«nt«i^ ippUcable to^ 
larger of fleas; (b) To further devalop akllla in high apaad 
manipulative tachniquas on a povar kay board, proof taading and 
docunant tavlaioni uaa ofs^iachina transcription, production 
of jnailabla copy frofli magnatic madia and rough drafts, flla 
Idg, and, maintain magnetic madia, originate correct formate 
and apply v^he appropriate code for the format and determine 
work priorities. 



Office Haaattemant! To provide the learner with the f^damental 
prlnciplea of of fiqe management, with emphaais on the functio^ia 
of the office manager lind how they are plirformid* office auto- 
matloiii planning processee, controlling, organizing, and actua- 
ting office problems. 

Business Law I; To inform the learner regarding certain funda- 
mentals and principles of business law. Including contracta, 
negotiable Instruments, and agencies. 



Block 0.2 
(55 hrs/ 180 hrs) 



Business Hathematlcs! (Not taught as Business Course CC/TI) 
To develop skills in the application of mathematics to business 
problems such as payrolls, pricing, interest, taxes, etc. 



/ 
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Ac.d,«lc «d Non.lu.ln*M Eduction C o^ . .ug8..t.d for th. Ex.cutiv. S.cr.t.ry 

,Currlcuiu» ^ at CC/TI level 



♦ 



% 



mSTRUCTIONAL CONTACT HOURS 

Busltieas Methenatlct (MAf 110) or (BUS 109) 55 

Collage Orittitttlon '(GUI 101) H 

EngUah Graput (ENG. Ill) 55 

English Cdnpoeltlon (ENG U2) 55 , 

Oral Communlcatlona (ENG 204) 33 

Applied Psychology (PSY 206)'V ^ 33 

Bualness Correspondence (ENG 206) 33 

State and Local Government (POL 103) .33 

Non-Bu8lne88 Courses Total 508 

Articulated Business Education Course Total 1283 or 1206 

Grand Total CC/TI Secretarial Program 1591 or 1514 
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Non-Bi»lnMi Education Couraaa^Suggtittd for StanogWphlc Prograa Currlculun 



Hiqh Schoola 



BnglfiH I, 11, 111 

English (Bualnasa ConiRunlcatlon) 

Ganaral Math or Algabra i 

puainaaa Math (If not taught aa part of 
Bualnaaa Program) 

• Phyalcal Scienca 

Blol'bgy 
US Studies 

Health and Phyalcal Education 
Blectivea 



Academic Total 

. » 

Business Education 
Curriculum Total 



UN 



:ts 



2 
12 

8 
20 
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ARTIOJUTION RESmia PROJECT 
'(jCCtPATIONAL TASKS 



BWCK OR pmsp: " 4.0 tonlt) 

U72 Inspect and replace brake sRoes. 

; U81 Inspect tad turn totor if ilecessary 
(disc bfakes). \ ;'; 



Frequency\^at ayerige' . ' level of. difficulty i 

worker will be Teiuirld • ' ' " 'nornially {Jferformed by 

to perfora the. tas^^ 4 skill level' ^r levels checked 



. U82 Inspect .aijd turn brake drunis. 

U83 - Radius' grind brake shoes, . 
, Ai5i .*^P«ir or replace wheel cylinder. 
, yo Repair or redace master cylinder. 

Uh/ Repair or-fplace hydraulic power cylinders 
tad valves. 

" ■ ■ " "■ 

U2 Perfom operational brake inspections. / 

9L0CK OR DIVISION: . FDEL SYSTEM MAimMCE m 
• REPAIR 5.0 _ ~*^~ 

5^ Inspect, service, or replace carburetor, 
air cleaner. . . 

5^ Clfita dr replaclrfupi" filter units. ; 

5j03 ReiDo^ 'service, or replace fuel pu^ or ! 
fuel lines an^ hoses. ' 

J '04 Install carburetors. , • ♦ i 

3W Inspect tod measure fuel flow and pressure ' 

(j"f systen. 
- ERJC I i 




MONTHLY 
OR LESS 



weekly: 



X 
X 



DAILY 




X 



X 

J 



1 / 



LOHEgT 



INTER- 
HEDIATE 



X 
X 
X 
X 



"1 

■'•.X- 



HIGRES 



X 



, AFIICIIUTION RESEARCH PROJECT. 
^"■.• ■ ■ ' oCCUPATftNAL TASKS ' ' > . . 
.DRAFTING (GRia>HIC COipiCATO^ 

MmM, ' Bas4tech.tcal Pr.ttl.. , ^Smlf" 

(Basic Graphic: Communlca- Average Worker 
, tion). 11.0 ; . 



'TASK:'.' ■ " ■; , . ' 

' )M IDraw objects -using orthographic 
projections. ' ' 

' ■ ' ■ • ' ' 

102 iratt Qbjects using axonometrii 
. systeiD. . , ■ 

IM, ;Draw objects in the oblique. 

^ i:04 Draw objects in the perspective. 

,.jd . - ' 

§ BLOCK OR- DIVISION: . Problem Solving in 
^. ' Graphics. 2.0 

V ■■ ' ■ \ ■ ■ ^ . 
^ .MI ' Define the problei. • ■ 

. .102 Identify problem liinits. ' 

^ .'ItS' . llse technical literature in developing 
\ a research. base .'for the problem. . ' 

.■ ^i04- . Analyze available reht'ed information 
^J- j ,;;\,:arid,sdect problem. solving method. 

F, MX Design, and implement a strate^lor ■ 
• y. " experimental purposes. , . ' . . 

';, ■ , / 

|Analyze.and record results of experi- . 
^ntal strategy. .. 

\^,2M Have an alt^emate stratof if first 
(i . . choice does not work. ^ 



SEIj)0M 



MEEEY 



■ .. 'i.i 




Jot! Level at Which Task, 
is Usually Performed o" 
V Applies. ' 



DAILY, 



X 
X 



X 
X 

1 



LOWEST 



X 
X 



X 
X 



X J 



x 



INTEpDIATE' 



^CH^PROJECT. 
PCCUPATIOHAL TASKS • 



. ■I 



■ BDSINES^^Mll!lSmH-QN - SECRETARIAL SGIENfE 

, ■ toUNTINGj.. V'. 

■ j: BLOCK OR DmSION ; Tyitgwrltlng (Basic) ^ 2.Q ' 
:, • ; (continued) ■ 



e Level of difficulty^ Normally 
worker will be required ^ Hperfonnd by skill level or ■. 
to perform the taik. levels Secked. 



TASK: 



^ 2j07_^ Prepare letters lousiness and person^) . 
'ML Compose 8lmt)le copyl at typewriter. 
.2,09 Make cajbon copies* / 
MO • Perform simple tabulation. 



g*" . iJL Prepare outlines. , 
td 2.12 Prepare manuscripts, 
t .Ul , Pwfe fiU4n form. 

'2*14 trepar^' diarts , tables and other t^iulated 

2.15 Prepare siinple agenda. 

. ■ 2. 16 Prepare simple stencils and duplicator 
, masteirs.' 



BLOCK OR 



Records Management . '2.5 



' 2.51 Prepare, folders and other' filing material 
for use. 



2.52 Sort and classify material. 
2;53 Use filing equipment. 



^ Sequiaition file material. 



SELDOM 
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i A 



WEEKLY 



■DAILY 



X 
X 



X 
X 



LOWEST. 



X 

t 

X 
X 
X 
X 
X 



INTER^eIATE 
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ARTICUIATION RESEARCH PROJECT \ - 
' ^"^ ' Instruct ibn^il Guide < 

pjROGPAM: Automotive Mechanics (DCC V-03) / 

; . - \ . (DPI - Hiqh Schools.- N/A) ' Jfc 

COUl^B.j . Bijaking System Maint.e^ and Repair (Block 4.0) 

. boOttSE DESCRIPTION: Department/of Public Instruction - (^irrentljr part of 
! T & J No. 7393; - Automotive Mechanics 11.^ 

T ' t Department of Conrauhitiy Go lieges / 

• AOT 1121 - Braking Systems 

' ■ ^ > : 

INSTRUCTIONAL OBJECTIVES: 

To provide the learner with occujpatioi:ial, instruction to deverlop tlve skills and 
required related technical knowledge to quaillfy the. learner to perform inspec- 

V t|Qn, ad|justmentr cmd repair of au according to manu- 

: ficturer's specifications cuid me industry standai^^ 

QUALIFICATION 6r' ifOB SKILLS' GAINED: 

^ With successful completion bf this block of instruction; to delude verifica- 
tion of Qualification by performance evalvi$^tion# Using industry performance - 
^'standards f the learner is qualified as an Automotive Brakes Technician. 

■ * ■• . ■ .■.>.. . .' . 

^ PREREQUISITES ; * 

High Schools and post-secondarv schQ^kL .r: Block 0.0 or evidence of adequate . 
knowledge and experience regaraing llj^Pv bib to be verified by the success- 
^ful completion of a demonstrated ^rformance evaluation. « 

. PERFORMANCE EVALUATION: ^ 



Test items (less specifics) for both written evaluation of related technical 
information- and demonstrated performance evaluation for this block of instruc- 
* tioh are attached or will be developed. W . . ' 

EQUIPMENT REQUIRE^ffiNTS : ^ . ^ . . , ^ *• 

General, tppX list i^ttached dt^^'t^ last block of this yipgram. Special equipment 
and tbbls list i>eculiar to this block is attached.; ' J 

INSTRUCTIONAL -CONTACT HOURS: High Schools: 60 

CC/TIi 66 ^ ^ 

rc-'V'---' '■' - ■ • ■ ; ' ■ 

NOTE 1: Instructional time aliocatlons for eadx Instru^ are^ . 

; suggested time, only, ^ ., 

■ /KOIE- 2r/ ;Service manuals are considered as Related Technical Information. 
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,\ ARTICUiATION RESEARCH PBDJECT/ 

INSTRUCTIONAl? OqtDE ' ' [' ' 

\ ■■■■ ' ■• . .. ... ■/ ^. 

YtlOGRAH: Drafting (Graphics Coinmuntcatlpn> ^ 

COtlRSB: ' B«8lc Tedmical Draft Ing.^asl^^^ Graphics Communication) (1.0) 

COURSE DESCRIPTION: Departmeiit df^ Course 

NuafcetsTS^^ Introduction to Technical 

Drafting I dJpid Basic Technical Drafting II. 



DeparCment o£ Cpnmunlty Colleges: ARC 1226 < 
■ ' / DFT 1121, 1^22 



INSTRUCTIONAL HOURS: High Schools, - 16Q 

CC/TI - 88* r ' 

INSTRUCTIONAL OBJECTIVES: 

*•"■■■■'■.- ' ■ ■ * . 

1. To develop a knj^ about orthograprhlc drawings. ' . 

2. To draw object^Ms^ng orthographic drawings . 
V. 3» To draw objects using axonometrlc System. 

4. To draw objects using oblique drawings. 
^ * . 5. To draw objects using perspective drawings. 

Joi'QUALIFICAXlON OR SKILLS GAIKEI): ' 

This Is a basic (beginning) visualization course. Upon satisfactory 
T coDBpletlon of ^thls Instruction, the student Is prepared to learn the 

primary skills required for "activities ^ere baslo visualization skills 
' y > are needed. Aisoy the stiideiit Is prepared to tak^ iia^ of 'the advanced 
-/ courses In graphic conmunlcatldns • 

PREREQUISITES: Introduction to Graphics (Drafting) (Block 0.0) 

PERFORHANCE EVALUATION; ' ^ . - 



By competency based procedures. The student mtjbt demonstrate possession 
of required infoimatlbh and ability to perform required taisks and ^it^, 
required performance standards. See outline type te^t ItfemS attached? 

EQUIPMENT: 



See consolidated equipment :^i8t attached to Jast block of program. 



.*Note: At the CC/TI level the instruction providing the skills and related tech- 

nlcai iriforittation acquire^ in s^thl^ and used In succeeding 

K blockfii 1;b provide the student with wore advanced levels the same basic 

sicllis, resulting in up to three tlmes^ the. Initial instruction in this area. 

& \ APPENDIX C-3b / . . - 

.ERIC:.:- :i.v^- ,. ^,/-„-;:- 



. . •. : : , .- •,. . 2.50 - . .. 

. • ARTI^ATION RESEARck PROJECT ' 

iNSmCTIONAL GUIDE - ■ . 

' PBOGRmisYt SECRETARIAL.SCIENCE (EXECUTIVE SECRETARY - DCC T-030), ACCOUNTING ' 

COURSES Records 'Haaagement (Block 2.5) . . 

... • . ^ . ' ' . 

■»'•'.■ ■ ■ • ■ •■■ . .. . •. . ' 

COURSE DESCRIPTION: Department of Public Instxuctionr^ Included in 6U0 and 6^31 

- • Department of Coamiunity College: Bus 112,^ . Records Manag^nt 

. INSTRUCTIONAL HOURS: * High Schools - 35 to 45 Hour^^ CC/TI --33 , Hours . 

:ii|STRUCTIONAL OBJECTIVES: ■ . ' . • • , 

,1.* To provide learner la ith IJroad background training in basic fllinjg princi^les. 
^ and records management systems. ^ ■ >*«S ^ 

2. To file apcurately, quickly, and systematically. 

JOB QUALIFICATIONS: ; ^ — \ ' ^ 

Those students^ who have successfully completed N^^his course and are certified as 
; pccuBationally qualified, can perform basic recordsynanagement ta$ks; as a flip clerk. 
Job qualification to be determined by performance testing at end of "course 
or program. . V 

PREREQUISITES: - •^Baaid.^ ^ 

PERFORMANCE feVAUJATldN: By performftncir. testing (see attached teat items). Learne£ , 

. is eScpected to meet initial entry level occupational per - 
^ formance standards. ' 

EQUIPMENT: See. Equipment List. ^" 

...... ' ¥^ 

.^Note,: , Current. Civil Seryi-ce and D.O.T. job descrip.tl^ris for business office clerical, 
stenographic aijd secretarial jobs ebtablish a requirement '^or records management 
(filing) job skill qualification. - . v.- : i':^ 
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ARTICULATION RESEARCH 'PROJECT - 
COURSE SUMKARY AND INSTRllCTIONAL OBJECTIVE^ 



PROGRAM: Mechanical Drafting and Design T-G43' (2 Year) 
^ MBditoical .(Industrial) praftin| - V-0I7 (1 Year) 

ipllRSE: Design Drafting I ^Prepare- Preliminary Drwing;s\ . ^ . 

COURSE NUMBER: Department of Community Co^ 

Department of Public iustriictib^ - N/A 

INSTRUCTIONAL HOtJRS: 88 Hours - 2 Year Progiram- 

88 Hours 1, Year Program - > . 

INSTRUCTIONAL OBJECTIVES: Td prpiflde^^ob qualification competencies re<|iiired to 

, ^rfprm dtaftipg tasks related to J^ie^tivitjriLpr^ d^^^ 
f area of preparing preliminary drawingsT^^vAlso included 

/ 'is applicatloti of problem solving procedures, model 

m^Jcing, layout and design sKetchlrifeHskills. actquired iti 
^ Part I of this pfogram. Use of Jwmdbooks, tables, ANSI 
and related manuals as refeyences will be stressed. 
. ^ Problem solviMN^BpliCation will be extended^ to include 

the preparaticm o^^written and oral engineer reports. 

This course doed not by itself provide a specific D.O.T. or 
industry identified job qualification. It is^a major com- 
ponent in the development of job qxialificatfon in the special- 
ty area of Mechanical Drafting anu Diesign Technician or the 
lower level job of. Ifechantcal (Industrial) Drafter. It does 
review and use mos t bf the skills and techniques acquired in 
* Jthe basic ♦portion of H±e Draf ting (Qraphiq Communications) -*^. 
TatU I oi this progr^. 



JOB QUALIFICATIONS : 



IPREREQUISITES : 



DPTn02/DFt-1192, DFT 103/DFT 1 
Basic. 




r 



DFT 204 /DFT 1125, and Part I - 



PERPoiMANCE EVALUATION : By performaf(c^ (Competendy Based) testing. Test itfins 



A- 



shoi4d ta^k performance directed, 
daifds should^parallel those reokfjred 
employment ifpb pciffoinnance E^qul^c 
of activity for the task concerned, 



EQUIPMENT: Drafting room equipment and materials liormally a^ 




the standard mechanical 
Part I - #asic. Model m; 



'flu- 



ting environment, 
g materials as neec 



Perfpjrmance stah- 
to meet -initial ; / 
in related areas ^ 



filal^le^ dnii used in 
also Appendix A, 
To" provide an • 



instructional vehicle, every effort should be made to organize the 
classroom and con^duct instruction, class ^administration and supervi- 
sion in a way . that portrays an Engineer Of f ice' atmosphere. Such 
action Will provide t^ie opportunity for concurrent instruction yln 
"Office Practice". 
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BLOCK OR DIVISIW NDMBERi > 4.0 T ITLE; Braking System Maintenance and Repair 
TASK NUMBER; 4,083 T LTLE; Riidliia Grind Brake ShoeB. - 



INSTRUCTIONAL OBJECTIVE - 4.083; How to Radius Grind Brake Shoes. 
SKILLS: (Proce8.8>, Objectives) ■ 
4.083f - How to radius gtlnd brake shoes. 



RELATED TECHNICAL XHFORMATION: 

- Equipment. manufacturer' 8 operation manuals 

- Manufacturer* 8 specifications. 



SUGGESTED INSTRUCTIONAL TIME: 4.083»_ 



hours • 



REQUIRED PERFORMANCE STANDARDS: ' ^ 

- Student uses proper equipment. Follows manufacturer's specifications* 

- Flat Rate plus 20% task petformance time. 
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BLOCK :0R DIVlStpN: NUMBER: 1.0 



TITLE! Basic Technical Drafting (Basic 

Graphic Connunlcatlpns) (con't.) 
TASIC^ NUMBER : 1,02 T ITLE ; ,Dr»w Obj ects /Using Axondto^trlc System, ' 

INSTRUCTIONAL OBJECTIVE :y i:;02; Hoir to Drav Objects Us litg Axotiometrlc System, 

•SKCLLS: (Process Objectives) - v • 

^ ' , • . ■ . • . . . . 

•How to: 

1.021 Drav an object In Isometric. 
1 1,022 - Drav an object In dlmetrlc. 

1.023 - Drav an object In trlmetrlc. \ 

1.024 - Drav axonontetjrlc sectdons. 

• ■ V ■ ■ - - ' • , . ^ ' 

.RELATED TECHNICAL INFQRMATICrNr ^ ^ • • 

- Knov history and orjtTgin of axotiometrlc system. 

- Kmyw-diffwcnce between projected and constructed axonometrlc dravlngs. 

(For plati 



SUGGESTED INSTRUCTIONAL TIME: 



1,02, 10-20 h purs. (For planning ortly.:> 



REQUIRED PERFOR^IANCE STANDARDS:'. (Where appropriate, neatness applies.;) , 
- Dravs axonometrlc system with 85% accuracy* 
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BLOCK OR DIVISION NUMBER: "^S / TITLE: Records Management 
TASK NUMBER: 2.52 ^ TITLE: Sort and Classif y MAterial. 

> . ■ * 7" 

INSTRUCTIONAL OBJECTIVE - 2.52: Hov to Sort and Classify Material, 
SKILLS: (Process Objectives) 

2.521 - ;fiow^to classify records manftgement topics of material. 

2.522 - How to sort material into alphabetic groups. 

; 2.523 - How to handle classified or sens'ltiv^ material, td include 
destruction of such material wh^n required. . . / 

RELATED TECHNICAL INFORMATION: - • . * ' 

- Know records management rdles. * . * 

- ^ipfiniticjn ot classified or sensitive material. 

- Rules and laws pertaining to right of privacy and t'he release or handling of 
classified, sensitive, or personal information. 

SUGGBSTEP INSTRUCTIONAL TIME: • 2.52, 20-30 hdurs. 

REQUIRED P^^^RMA^CE' STANDARDS: [ ' V 

- Dernonstrateg working knowledge of filing rules and the abimy. to apply same in 
classifying and sorting items to be filed, to include haig|^lng of classified- 
material, according to either filing. rule, with 90% acciidRc^ # 
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V , -205.02- 

DHT 205/DPT 1171 (Cbnt.) 

TASK LIST: Prepare PreliiHinary Drawings ^ 

Hoduie .10 - Apply Special Skills and Information to Preparation and ObtalnlnR 

Approval for Preliminary Prgvlngs : 
^OS.ll - Apply sifllls and techniques acquired In Problem Solving^ Including 

model making. CSee Block 2.0, Part I - Basic.) < 

• . • ■ ■ ' ^ 

20*5 .12 - Prepare written and ojral engineer reports on problem *solut Ion « 

205.13 - Apply skills and related technical Information acquired' In Freehand * 

Drawing abd Sketcljlng and In Composition (L'ayout) . (Part I - Basic.) 

205.14 - Use handbooki^^ tables, ANSI^and related manuals ad references in problem 

' ' - ■ ■ ' •' ^ 

solving and preliminary drawing 'preparation.. 

Module . > 20 - Prepare .Layout Drawings ; 

'205.21 - Obtain conflgur$Ltlon information available: 

■ . • "\ ■ • ' . • <^ 

205.22 - ^Vply Composition. techniques. ^Acquired In Composition Blodc, Part I.) 

205.23 -^Petermine missing configuration details on layout. 

205.24 - Repelve guldancVfrom engineer. ^ 

205.25 - Determine limits on geometry of design to include manufacturing toler- 

ances and show- On ''production layout. 

205.26 - Effect liaison with Interfering groups to resolve problem. 

205.27.- Coii5)lete production layout, change preliminary design as needed to 

■ ' ■■ ' . ■ ■ — ' . ' 

accommodate interference. * 

■• ■ , 

205.2^^- Vork with engineer to , calculate change in stress caused by design change. 

v5 ■ •' • ^ 

205.29 - Obtain approval from engineer fitr layout. 
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DFT 205/DFT 1171 (Cont.) * ] 

. t 

TASK LIST: Prepare Preliminary Drawings (Cont.') ' 

Module .50 -'Prepare Material and Standard Parts List ; - y 

205.51 - Determine material needed from specif icatlohs and dimensions in all 

detail drawing^s used on each assembl^jip - 

205.52 - Determine standard part's needed frott assembly drawings and sp^^jA^^l 

d||tail, drawings which altered standard partsv. ) 

Module .$0 - Chec^ PravJ.nge and Obtain Release Approval V 

205.61 - Ver'i;fy dinienslona and r^ei^^nces on^ drawings • . ^ 

205.62 - Check for drafting onilss Ions , errors and completeness^^ 
•205163 - Check for proper format / headings and note completeness. 
205.64 r Check for proper callot^ and proper gene!i;al notes,. \ J 
205>b65 * CKeclc for Coinplianpaj%d^h 9oiiipany\,standards arid gene rdX appearance. 
205.66 - Obtain final approval' slgnatutre^, ^ ; ^ 

' - ^ ..■ ■ , ' 

MINIMUM PERFORMANCE $^ANI)ARDS:. 

Praw^jTigs Conform to ANSI Manuals wh^e appi;opriate . 

^ ' , ■ ' . ' .. ' ^ ■ ■ ' • , • 

Neathfess -andt accuracy apply. \. ' >. ^ 

Problem solving ^reehai^ sketching and drawing, fnd Composition '(Layout) 
technlqtjes propdny applied. Reports are clear, i*oncise arid to the point. MoSel 
is well executed and portrays object accurately. 

kxecatfes drawings .h/l thin time* limits 'considered acceptable for initial^ employment. 

jpemoiistcateis knowle<^ge/of related technical -^n format Ion,' application of theories 
;4hd procedures , symbol^^ conventions , an^ terminology with at lieast 80% accuracy 

forms tasks requil^ed In this duty^atea in proper sequen^i^ iphd conducts the 
ecessary /coord(natl6nv , « ; ^ * ? ' . 

Usefiu^approprlate reference technical Banuals , tables "and catalogi^ correctly . 



TEST ITEMS - AUTOMOTIVE MECllANIC , ' 



. BLOCK OR DIVfSION .NUMBER; . O^bO T ITLE; Introduction to Au^BP»Te chnolo8y 

SU»- BLOCK NUhtfsR: 0,20 . T ITLE : ThejMotor_\^^ Asaembly 
J, * and Vehicle Operation, and OptwPi^r Mafnte n ance ' 

^ TASK:^NUMBER; ,207 TITLE: Ptlve Train and Manual Transmission; Know Purpose, 
f' ^ ' ' Operations, Major Parts and Care 



1. State the purpose of a transmissloji. . * .. 

2. State the purpope ftf followipg items through E and Q, \and 'identify the term E. 
^ , . Clutch disc ' / 

'b. Pressure plate . ' \ \, ^ ' ■ ^ 

Cj-. Release bearing * * 

* ' • ' ' ^ t". ' ' ' ' ■ • 

Id. Release yoke / 
Flywheel 

• ' -- 

f . Free travel ' , / ; 



< 




Pilot be^jiring 

3.; De^ribe the^lutch operation in the|||^pw<Ag positions . 
9. Ertgaged 
b . . Disengaged 
4.. List-ftUree types of press u^rer platej?, 

..; ■ ■ - ■■■^Av,.,,,,. '. ■ ■ . " ' v.^. 

• c. ^ . -r • ^ - ' ■ ■ ■ / • 

... ■ ■ ■, , .-^ ; . ■ 

^. . Write p'urposjB of the drlv%line'. - 

■■ ■ ^ ' A 

6. Staqe* the purpose of the following* terms i 

- Propeller /shaf (|| ^ * . , 



• v"^' b, Slip joint 

c. ypr^ver^l joitit • - - 

J',. . • CJ^nter bearing' support ; . • 

ERIC . : ■;;■■■..,/: ■ • ■ - ' ■ gj-' 
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. TEST ITEMS (CON'T) , 
7: Identify the following unlveraar Joint at. to type: 




8. Name four .maj or components of the power train. 

■• - • " 'if, . 

9. What kind of lubrlcant^is used In a standard transmisaion? 
10. • HovTTjf ten should the lubricant be checked Iti a dd 




11. What part or parts in 'the power train could cause vibration? 

12. What is the purpose of the throwout bearing? 

Competenoy Te»t : '.(Performance Requirement) 



A. GivejK ,1) cm automobile, wl^ a st^nc^ard transmissl^^j^^ twin-post lift; 
^ the trainee will i 



1. . Fo&ition vehicle on twin-post lift^. 



7 



i 



2. Lift vehicle. • ^ / 

3. # Identify ami state the, purpose of t*he^ tijansmission, drive shaf,t , u-joints, 

and differential. ■ ^ 

4. Lowe%; the vehicle to the floor. « » 



The trainee Will pei^orm the preceding tasks accurately (100%) and safely within 15 
minut^s.^ (If no hoist available, omit J-tems 1, 1 and 4.) 

B.,. <Jiven: 1) an automobile with standard^^ansmission; 2) an owner's handbook; the 
trainee iJill: \ :^ ' * , * 

1. Find the preventative maintenance items that pertain to the power train. 
/ 2V Indicate the grease ^check poititS on the transmissJipn and the dif fereutiaf. 

. ■ . . - ■ V: V . : ' • 

^ The tra'iifee will perforif the preceding task^ accurately and saffely within 15 minutes. 

: ^ •■ - ; ■■ ■ \ ' ' ^ .. 

Note: Performance Standards ^ &0% correct riesponse when five or more test Itemef ax^W 
usedj " ■■■,0' ■ ■ ^ ^ "'^ ■' 



Jh. (SAMPLE) 



TEST ITEMS ^ 



7.0 BLOPK: DRWE TRAIN AND MANUAL TRANSMISSION . 

• MODULEj .Clutch . . , . 

MODULE OBJECTIVEj After completion of this module, the student will 
be able to diagnose and repair any cltitch problems to meet ihanufac- 
turer's specifications in Flat Rate plus 20 X time per vehicle. 



— — < ■ •-^ 



Given safety procedures, service manuals, manufacturer's specifications, 
proper tools, and equipment the student will demons.t»|ite the following 
competencies: . ' " 

'■' ■ // ' . .. t . 

COMPETENCIES OR TASK TO BE PERFORMfeP AND PERFORMANCE STANDARDf 



7.11' Adjust Clutch Pedal Linkage 

:TIVE: Given .^.^vehlcle 
l^ge to an kc'curacy. of 1/16 inch. 



OBJECTIVE: Given .^.^vehlcle , the student will adjust the pedal 



7.14 Road test and noise yflagnos Is ' ^ 

OBJECTIVE: Given a vehicle withrdutch bearitig or flywheel" 
malfunction, the student Vlll roia^i test and correctly describe 
noise encountered aild probable cause and co||irec^ion required of 
either clutch bearing or fly-wheel. 

7.15 Ri|>lace clutch assembly and/or release bearing ^d fork 

OBJECTIVE^ Given a vehicle with- malfunctioning Clutch and/or 
release bearing and f 07k, tl^e student will remove and replace 
clutch assembly and/or release bearing and fork so that proper 
and smooth, engagement and release vis provided. 



7^A Replace pilot bearing 



OBJECTIVE: ^iven a vehicle, the student will replace a pilot 
bearing to -provide proper fit as per manufacturers' specifications. * 



' - . ■ ■ • . ■ ■ y 

TEST ANSWERS 

1'. ^ ^JPurpoaft of a transmission - To provide a method of Varying thfs gfar ratio between 
the cinglne and drive wheels. ' # 

' ■ ' ' ■ ' ■ . . ^ -■' . 

'2» a. Clukch dlsO Provides friction between pressure plate and flywheel. 

bt Pressure plate «- Provides pressure between pressiire plate^ clutch disc, 
and flywheel.' • ;. 

c. Release' bearing - AlloVs a method of releasing spring pressure of pressure 

. .plate. •■ . * . , V • 

d. Release yoke - Linkage inside clutch housing used to engage aiid disengage 
^ ■■' clutch. V : ' • . 

e. Flywheel - Allows a working surface for the clutch assembly that is attached 

^ -"toMt. ^ '\ " " : . ^ 

f. Free ti|Bvel Amount of clutch pedal movement until r^^ease bearing contact^ 
pressure plate. 

g. Pilot bearing - Located in crankshaft » allows for correct auppbrt and alignment 
of transmission input shaft. 

3. a. Engaged Spring presage clamps clutch disc betWdEtn pressure plate and flywheel 

face. ^ / W 

b. Disengaged - Release bearing and llnkag:e used to release pressure. . 

4. a. Diaphragm v 

b. Coll spiring . ^ 

c. Centrifugal ^ ' 

5. Purpose IP" the drive llne^ To carry the driving power from the t;rani^dQ8fbn to the 
re^r wheels. 

/ . ■ * , t;: ■ ■,'.■-■•.„ ■ ■ ■ ■ • , ■ * ■ 

6. a* Propeller shaft - Driving shaft that connects the transmission 'output shaft to 

the differential. . ^ ^ 

b> Slip joint - Allows the propeller shaft to adjust to variations in lengft. 

/^c, UnlversaJL joint - Allows the propeller shaft to move up and down without 

breaking. • v 

d. , Center bearing support - Supports the center of the propelle^ shaft when a two- 

piece drive line Isiused. 

7. . Cross '-ifnd roller 



*, Note: Writteh test litems may also be Jdsed with Block 7.0 - Power, Train and Manual 
V Transmission to evaluate- knowl«dge<»of related technical information for' 

■Block 7.0V , . ' ■ . ^ , 



' s TEST IT EMS - . ^ -tv 

"■ ^ ' ■ . . .''^"^ 

BLOCK OR 01 VIS ION NUMBER; 6.0 t ITLE; Lettering (GrapTilc Conmuntcatlbhg) . 

6,01 Given a display of a series of examples of various types, styles 
and techniques of freehand lettering commonly used In graphic 
coinmimlcatlon the student will: Identify In writing^ the types, styles 
and techniques of lettering displayed. . * j ' 

Standard: Student Identifies 80% of/ the lettering displayed accikately; 



xika 



6.01 Given a requirement to letter freehjund several types and styles ^(f letters 
and apply specif Jft lettei*ing techniques to a designated job, the student 
will demonstrate ability to select and letter freehand two types of letter- 
ing in.- two- stylea, applying- a^^ommon lettering technique- selected by the 
Instructor, * ^ ^ 

Standard: Types and styles of lettering appropriate for all letters 

jorrectly formed and proportioned; technique applied correctly; time limits,, 
reasonable; neatness applies. 



6.02 Given a variety of transf^r^and pressure sensitive type commercial letters, 

to bAojsed on a designated graphic cottununication , the student wifl demonstrate 
abilVpf to select and use the correct letters for job. 'V\ . 
Standard: Letters correctly and neatly applied (90%) ; letters selected are * 
appropriate for the job; all words are spelled correctly (100%); punctuation j 
is ^orrect (lOOZ). ' . 

' 6,03 Given a lettering job with a requirement to use a cpmmon mechanical lettering 
device the student will: .Demonstrate ability to select and use the correct 
mechanicar lettering items for thfe job. % 

Standards: Lettering type, style* size, etc, , appropriate for job; words 
spelled correctly with proper punctuation; letter and Vord spacing is 
correct; lettering is neat and performed in a reasonable time limit. 

6/04 XJiven a sa^t of letterlti^^emplates and a graphi6s job with a lettering 

requirement involving dSjkrent styles and types of specified letters the . 
student will: Letter th^ob selecting and u^ing the templates required 
for specified styles and types of letti^ring. • - ; 

Standard: Student selects correct templates for t^e job; student us^ 
^ * templates correctly, produces neat work, correctly^paced; production time 

Is reasonable. 

6.05 Given a graphics job order with a lettering recnilrement that can be satisfied 
by using a headllner or phototypositor to produce . required letters the student 
will be required) to: ; > • ir< 

' * ^. • . ,■ . ■ . . 

a. ^Produce desired le.ttering as specified in the job order, using a 
■ ^ phototypositor. • 

be^ Produce lettering specified by the job order using a headllner. 

Standards ; The student uses phototypositor cort^ptly producing desireicl letters 
liikperly spaced with punctuation and spelling correct . Performs operatqr 
nuEliltitenance specified. by mantifactur^r; Student uses h^adliner^ correctly to * 
^ . produce lettering specified in job order, properly spaced, with punctuation 

gp^^ ' a?id spelllng'^ljprrSct. Performs operator, maint^iaa^^ specified by manufacturer- 

^r™^--;-;..- . \ . " . .APPENDIX; C-5b!,,, ■ 
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BLOCK OR DIVISION. NUMBER: 2,0 T ITLg-! Typewriting (B^slc) ' 

2.01 Clven a typewriter, paper » and lOO-vford paragraph composed of letters, 
figures, and ByB^oii,^yp0 one 'readable copy using good typing posture 
and technlquAif . ' 

Stun^ard: One 6opy witrt no more than 5 errore. 

2.02 Given a roll of gumspd labels, typewriter, eraiiet a%,H8t of ten names, 
prepare labels for the ten names t ^ 
Standard: lOOX accuracy^ 

• ■ . ' i^.. ■ . ' 

2.03 Prepare a postal card, given a typewriter, a postal card, an eraser, thCs. 
^addresses (both return and receiver address) and the message to be; typed^ 
with correct placement. / life 
Standard: Mailable copy. ^ 

2.04 Given a simple 200 word rough draft page of copy with proofreader's marks, 
typewriter, and necessary material , prepare a final draft. 
Standard! Mailable coi^y In 25 minutes. 

- - - ,. • . ■ ^. 

2.05 Student will demonstrate his ability to correctly address, 10 envelopes and 
10 labels, given the typewriter, eraser, envelopes, and gummed labels and 
addresses of sender and receiver. 

Standard: 95X\ neatness and 100% accuracy in 20 minutes* 

" i , 

2.06 Given a 200-word printed memo form, typewriCer, eraser, and message, name 
and department of sender and receiver, prepare an interoffice memo. 
Standa?;^: Prepared in 15 minutes - 95% neatness, produces mailable copy^ 

2.07 Set up and type in an acceptable letter style, a properly positioned 200 
word ^business letter, given a typewriter, an eraser,- letterhead paper, and 
Information for an acknowledgement letter (receipt of order), 

4 Standard: 95% neatness In 20 minutes; j^rodubes mailable copy . . 

2.08 Giveh basic information for a simple business le\:ter and necessary equipment 
compose an appropriate letter of approximately 150 words. 

Standard: Mailable cop3| in dt^inutes. ^ 

' ■ ' . ■ * ■ ' - " ' 

2.09 Prepare a letter with a tarbon copy given the typewriter, letter, carbon" 
paper, onionskin paper, copy paper^ letterhead, eraser, and erasing shield.' 
Standard: 100% acc0tacy and- 90% neatness *h 40 minutes, mailable copy. 

2.10 Given a typewriter, pap^r, eiai6er, an4^ a "^age of tabulated information, prfe^ 
pare a copy of tKe inforiaatlon in tabulated form. 

Standard: 90% accuracy and mailable copy in one hour* , 

2.U Given a typewriter, copy paper,' eraser, rough copy gf an outline, prepare, 
a properly positioned copy of an outline/ 
Standard: 100% accuracy and mailable copy in 30 minutes. 

2; 12 Given a typewrl'ter, required material, a page of rough draft manuscript with 
proofreader's marks, prepare in final font. 
Standard: Mailable copy in 40 min^^es. \ 



Automotive TECHNoio^vj^ 

Special Toola and Bqulpmant 




$KX:K qJk b^lBlO^ NUNBBRt 6 VP TVtUii \ gta arinq and Front En^ Mmin^^p ^^ g Repal 
ki# lubricator m , ' r 



Gl:aiii# lubricator 
Tranaml*alon graas* gur^ 
Bait ttnalon gauge 

Flttman arm puller ^ M 
CroWafoot (2) 
Preaaure gnuge set 

Special toola for rebuilding powit ateering components 
Seal driver aet ' ^ 
Bearing packer 
Bushing driver set 
Air chisel — 

Special sockets (or ball joints ' 
Steering wheel puller ^ 
4 ton hydraulic floor jack 

King pin reamer set (optional) i 
Wheel balancer ' . 

F^ront end alignment machine^ and equipment 
. Power steering pump pulley puller 

Tie rod remover and tie rod Slcie^ wrench ' 
Inchpound wrench ^ 
Bench-holding fixture 
Coil spring compressor tool 
Ball joint removiiKKfcool 
Control arm hxxBhinq opol set 
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ARTlCtO^TJON R£^E4RCU PROJECT 



V 



DrAiKO ^GRAPHIC (J0MMWIICAM0NS)^ART I (BASIC) 



8UGCESTED EQUIPMENT LIST 



Por a ichool ponductlng a Vocatlonal^or Tachnlcal Drafting ( Graph iV Communlcatlona) 
Pi5l|raa biMed upon 18 studant class slsa. 



Quantity 



1 
1 
I 
1 
1 
I 
2 

X 
1 
I 



4i 



c 



elf-seallng) 




paactlption' , 

Practical drawing out£lti<1^L^^ 
1 - drawing Instruinanfc. flSfc 
24" X 36'* wlda' vlhylUrawnig td^ cove 
^ l-t-aquara, maple, clear plaatlc\ llneTfSlO" 
1 - triangle^ 30° x 60°, plastic' 10" 
1 - f f lOTgle7-45°V plas^ ' \^ 

1 - adjustable triangle 

1 - scale, architect's triangular^ engine divided' 

1 - eoglneer^s scale r ' 

1 - mechanical scale 

1 - protractor, plastic, semi-circular 

1 - set of plastic curveef * 

1 r- adjustable curve ( • 

1 - roll 3/4" dtJiftlng tape ^ 

2 - lead holders > , 
1 - eraset, vinyl * .j . 

I - electric eraser, plug-in type * 

1 - sandpa($er pad pencil pointer . 

• 1 - ink, black, 3/4 dS. bottle ' » ^ 
5 - sets rap ldro*^griiph (complete sets) 
' 1 - Instrudtion bqojc on "Use and Care of Drawing Instri^eni 
\ I - letteririPohart . 

3 - H heads / - 

2 - 4-H heads ; * 
• ' 1 - tube Compass lead ^ . - ' 

Bench .dusters • , * 

Drafting .machjLnes ^ . ^ 

Trbportional divider 

Compass beam " ; ' 

Compass , drop 'bow pen and pencil * - 

Caliper r inside 
Diazo machine 
. ^ Paper cuttex (Min-36" blade) 
Shetarg, trimming, 12" 

Pencil sharpeners ^ , 

Drafting tablecf v/atoola,. 6-draver storage unit (24" x 36" top 
Light table . |fc 

Bookcase, 37"w x 12"d x 86> . ^ 
Storage cabinet with lock, :«0" x 36" x 18" 
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*Ndte: :^;Thl8 equLpment. recommisnded for Hljgh School^^nly. .Professional siAie 
» drafting tables recpimnended -for CC/TI. ' . 
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1 



ERIC 



^ ming c4biA«t wiePlock, 5|dr«v«if. full iuapantidn 

^1 O^^head projector with screen 

*l Opaque projector 

I pbaikboardMfpfflng machine 

IS .Mechanical lead pointers 

1 Drafting pencil sharpener 

' 1 * - Film strip projector with cassette tape 

1 3tapler4|^d remover , ■ ^' [ 

1 , 5-drawer drawing file (50 5/16'' 38 x 2 1/2'' ^ra^r) 

I Drawing file closed base - 6" high ^ i 

1 . J|l_ Set blackboard draw^ Instruments ^including large SOO x~t09 Z_ 

triangle and large conqpaiis 

1 ; . Lettering set (mechanical) -A 

18 \ ; Sets lettering Templates ^ 

1 , .Headllner - o ■ . 

Phototyposltor , ... ^ . ^ ' f 

Black and White Pht^toRraphy (Develop ahd Print) , \ ^ 




1 ' Phipto enlArger 

1 . Cdntact frame 

1 Densitometer 

1 . Print paper djrler 

I , * Ma^aslghtf 

4 ' Dev^eloplng ttays 

1 . 'Darkroom for film developing * ^ 

1 ^ ^ 'Wash tank ^ * 

3 " Ftlmltankd , 

i ^ . ^ Film reels *^ ! . . ^ 

1> Film drier * ^ ' "1 

1\ ' 35mmV^(|wneraf with lenses and filters ^ 

1 , Light meter 

1 ' . Polaroid, camera . " - 

1 ■■'^ Set of flood lights 

. / Microfilm Photography 

1 . Dtirkroom foij camera work 

rofilm camera unlt-33inm (16mm optional) 

1 lleader-Prlnter Unit 

I * , ' AutomatlflllExposure Control Unit for Planetary Cameras 

1 ' Image control keyboard ' ' ^- 



1 - •Film, loader 



2 Pllm stdfoge cabinets 

I Film jLoflKng station ^ 

1., _ Film inspection station ^ J 



/ 



Electrostatic Copier 



^1 Electrostatic copier -(available for ins tr^^^ 
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S.t(id«nt Voolitlonal ' Ski U>' Record 
COURSli Pu«l Syttam Naintfnanb* and Rapalf, Rloak 5.0 



NAME 



'J- 



(ftor Initructor'a Pile) 



CERTITSeD BVi 
. INSTITUTION t 



TITLEKf^ 



I^-W S] Inspects I serv ices, or replaces „ 
cart>ureto^ Vlr cleaner. 

10 L M S] Cleans or replaces fuel filter 
units. 

[U L M S] Removes; services, or ^|||place8 

fuel pumps or fuel lines and hoses. 

[Ol MS] .Installs carburetors. 

[U L M S] , Inspects and measures yfuel flow and 
pressure of system. 

(U h M S] Adjusts carburetor. 

■. * ..'''* 
[0*L M SJ ^Inspects, Cleans and adjusts choke 
unit (autcrnvfl^tic and manuall . 



CODE 



TASKS 



XM L_M _SJ Inspects ^-Jlervices, jm. 

replaces gas tank, cap aftd 
sending unit. 




[U L M S) Repairs or services c^i: 
• buretors. ' • 

tu L M S] Repairs or services exhaust 
emission control systems, 

to include manifold heat. 

• •* 

[U L M S) Analyzes fuel injection pro- 
blems by means of electrica- 
diagnostic equipment. 

[n L M S) Performs operation^ inspec- 
tions of exhaust emission 
4 \' ^control system. 



GENERAL ATTITUDE j 



jnergetic 



[U L N Si; Industrious and energeti< 
[U L M Si Cbopeirative with afssociateS and instructors 
[U h M S] Dependable . . 

lU L M Si Puiic^ual ^ / ; . ' 



CODE 



I" Circle appropriate letter. 



U - Unqualified. ^ 
L - Limited! skill /Vequires supervision. 
M • Moderate skill, requi]?es minimum supervision. 
S • Skilled, works independently. 



«4 • 
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"SUGCK8TEU SAMPLE" . 



^ ' CERTIFIED BY: 



ARTICULATIOH RESEARCH PROJECT. 
, STUDEm: VOCATIONAL SKILLS RECORQ. 

C0UR3B:« PROBLEM SOLVING IN GRAPHICS, .BLOCK ^ .'O. 
^ . ^ (PGR INSTRUCTOR'S Fl^B) 



DAtE: 



TITLlE: 



INSTITUTIOH: 





dODE 


fASKS 


(U 


L M S) 


Define, the Problem.* 


(u 


L M S) 


Identify problem limits.* 


(u 


L M S) 


Vse technical literature in ^ 



developing a research base fpx 
the problem** 

(U L'M Analyze available related in- 
formation and select problem* 
solving methc/d./ 



CODE 
(U L M S) 

L M S) 

(U L M. S) 

(U L M S) 




TASKS t 

: — > 1 

and infplement a (jtrate 
for experlnlental purposes.* 

Andlyze and record result^ * of 
experimental strategy.* . 

Itaye an alternate strategy if 

flrstV<fholce doea not 'work.* 

*' . ' . » ' 

Summarize and present the sc- . 
quenoe of events and steps 
utilized In problem soiving 
from definition to solution.* 



GENERAL ATTITUDE 



(U L M S) Industrious and energetic 



9 



(V L M S") Cooperative with associates andllnstructqrs 
IV t M S) Dependable ' ''''h^^^ 

(u L M^) Punctual : . ' 

CODE - CIRCLE APt>ROPRIATE, LETTERS - 



; U -r Unqualified t: 

; L - Limited skilly requires su^lirvlslon 

M - Moderate skill, required minimum supeirvlilon 
^ S -.Skilled, works Independently * 

*Th«se ^re the tasks as shown the task listing. 

■ • . ' • ■ •■• ■.» . \ ' ; .' ' • 

appendix' C-8b 
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"SUGGBSTBU SAMPLE" 



ARTICULATION RJSgR^ROH PROJECT 



Studant Vocational 'Ski 111 Record 

pOURAVt P«rion*l D«v«lopm«nt, Block 1.0 
(For Instructor Pile) 



NANIi 



CERTIPIBD BY I 
■ikiSTlTUTIONt 



DATE: 
TITLE I 



CODE . 



TASKS 



[u l/M^s] U8«« proper techniques for good 
body care. 

[U L M Si Maintains neat, well groomed 
appearance. ^ 

[U L N S} Dresses appropriately. 

. \ , . i 

[U Ii M> Si Displays proper •attitude, toward 
work. 



f 9 



TASKS 



[U L M S] Practices good businens 
ethics, ' 

\Si ]u Pi Sj Practices telephone courtesy. 

[It L M SI Displays physical poise. 

iV L M S) Meets public taptfullv. 

(U L M S] Practices appropriate eti- 
quette. ^ • , ' 



GENERAL ATTITUDE: 



(U L M S] Industrious and energ^ti<^ 

[U L M 8] ^Cooperative with associates and instructors. 
(U L M S] Dependable 

{U L M Si .Punctual . 

CODE - Circle a^ropriate letter. ^ 

U - Unqualified - y 

L ^ Limited skilly' requires superyis^pn. « / ' 
M Moderate isklll, jrequires minimum supervi^lbn; 
S - Skilled, works independently.. 



/ 
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mC^m OCCUPATIONAL PROGRAM DEVELOPMENT JOB AND TASK ANALYSIS OUTLINE 



\ 

5. OCCUPATIONAL 
PERFORMANCE STAN- 
DARDS REQUIRED FOR 
JOB LEVEL QUALIFI- 
CATION. 



(THE HOW WELL) 



i. OCCUPATIONAL 
t|)B ANALYSIS. 
WHAhs DON? ON 
THE JOB IN TIB 
OCCUPATION. 



(THE WHAT) 



2,. OPERATIONS ToJ 
BE PERFORMED IN ^ 
TASK ACCOMPLISH- 
MENT. THE REQUIRED 
SKILLS OR. COMPETEN- 
CIES. (TASK 
ANALYSIS) 

(THE HOW) 



3. relaIdinfor- 

MAajON. tTHEKNOW- 
Ljp 'REQUIRED TO 
DO THE JOB, ETC.) 
(TASK ANALYSIS) 



(THE m). 



TOOLS AND 
EQUIPMENT REQUIRE- 
MENTS. 



6. DEVELOPMSNT OF 
STANDARDIZED TEST 
ITEMS FOR SKIU OR 
COMPETENCY LEVEL. « 
EVALUATION. 



(THE WITH WHAT) 



(HAS LEARNING 
OCCURRED) 



Thfe occupation 
or job Is reduced 
to: ' 

1) Major activ- 
ity divisions 
(broad general 
,4reas vlhln an 
occupation or job 
that are readily 
identified as 
oiajor or separate 
activities , but 
collectively make 
up the Job).,' 
These divisions in 
some cases can be 
full-time jobs of 
low level workers 
or highly skilled 
specialists nor- 
mally lifted in 
ordeii of complexi- 
ty, from least 
complex to the ■ 
most complex. 

^continued next 



The specific actiom 
or performani|£ that) 
must be learned to 
satisfactorily do 
•the job, This is 
what is to be 
taught. 

It is developed by 
the instructors, 
with advisor 
assistance. 

Some skills or 
competencies are 
basic to the oc- 
^cupation and used 
throughout. These 
are learned first. 
Others are taught 
and learned when 
first required in 
the sequence of 
instruction. 

(continued n^xt page 



TECHNICAL. INFORMA- 
TION: Information 
essential to job 
performance. . This 
information* is nor- 
mally taught by the 
occupational in- 
structor. It is 
determined with the 
assistance of the 
advisors. It is 
often taught Ijefore 
the performance 
phase of instruction 
with which identi- 
fied, or concurrent- 

GENERAL INFORMATION: 
Nice to know infor- 
mation about the 
occupation. Has 
broadening value for 
the learner. 

(continued next page 



The tools and 
equipment required 
fsn^he conduct of 
instruction as well 
as that Jiith which 
the learner must 
become qualified to 
use, to be occupa- 
tionally qualified. 

There is much data 
now available in 
current instruc- 
tional guides With 
this information. 
The listings 
developed should be 
checked by the occu- 
pational advisors to 
ensure that it is 
current, or essen- 
tial. 

(Instructors with 
advisor review.) 



These ane the stan 
dards that a learner 
must meet, in demon- 
strating the skills 
or competencies that 
he had acquired in | 
the effort to quali 
Ey for a specific 
job-level in a given 
occupation. 

These standards 
should b,e those re- 
quired by business 
or industry, on a 
wide area (State) 
basis, for the occu- 
pation, i I 

The standards should 
be determined by the 
advisors i with 
instructor assist, 
tance. 



er|c9 



The test items are 
developed with the 

development' of the 
skills or competen- 
cies for the primary 
tas\s and the essen- 
tial knowledge. 
These test items 
should be competency 
based upon )the in- 
structional objec- 
tives and test if 
the learner ha^s < 
acquired the skills 
or competencies 
required to perform 
the task, has the 
neceSsairy technical 
knowledge and can 
meet the. required 
dccupational stan- 
dards for that task. ^ 

(Developed by the 
occupational in- 
structors and reviewed 
by the advisors to 
determine if an item 
will provide an ade- 
quate test of the 
skill or competency.) 



(continued next page) 
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ARTICULATED OCCUPATIONAL PROGRAM DEVELIIPMENT JO^AND TASK ANALYSIS OUTLINE 
* ■ 1(C0NT.) 



1. (THE UHAT) 



2) Breakdovn of 
nijor activity - 
divisions to 
Individual taika 
«r .routine work 
pro j acta that 
nay be assigned 
to a worker as 

' the normal re- 
quirements of the 

, Job.' (These 

1^ tasks may be 

, used as the 
teaching unit , 
topics.)* 

The Information 
needed to develop 
the above oust of, 
necessity be 
obtained from the 
occupational. . 
advlflpj:?, to . 
ensure, that It 
Is complete, 
cunent, and that 
occupational ' 
needs are being 
satisfied, 

93 ■ 



2. (THE HOW) 



Each lesson and 
course of Instruc- 
tion should develop 
sequential competen- 
cies. 



3. (THE WHY) 



1. (Continued) 
(THE WHAT) 

The major divisions 
may be the occupa- 
tional courses of a 
curriculum if the 
divisions are 
identifiable. 

Advisors also iden- 
tify the frequency 
that the taik is 
performed and the 
skill level required 
to perform the task. 

■4t 
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GUIDANCE INFORMA- 
TION: The informa- 
tion the learner 
needs to know in , 
choosing, preparing 
for, securing, hold- 
ing, and making 
progress on the Job. 

Hay be taught by 
others than by the 
occupational instruc- 
tor as well as the 
instructor. 



i (pE WITH WHAT) 



1 *'' 



5. (THE HOW WELL) 



0 • . 



6. (HAS LEARNING 
. OCCURRED) 



Test "items should be 
tested for validity 
and rel'laiilUty , 
before use. (Maybe 
outline in nature; 
will require specific 
problem detail to 
complete test item 
for use.) 
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ARTICULATION RESEARCH PROJECT 
JAMES, gPRUNT INSTITUTE AND THE DUPLIN COUNTY PUBLIC SCHOOL SYSTEM 
• r JAMIS SPRUNT lECHHlCAE INSTITUTE 

P.O. BOX 398 
KENANSVILLE, NC 28349 



SUBJECT: Use of Inatructlbual Objectives Guides In the Conduct of Instruction 
for Articulated Occupational Programs 



Accompanying this let;ter is an Instructional Objectives Guide for the occupa- 
tional education program of your Interest, whicb has been developed as part of 
the Articulation Research Pcoject being conducted as a Joint effort by Jamas 
Sprunt Institute and the hl^ schools of the Duplin County Public School 
System. It Is expected that this .guide .will be used by all occupational edu- 
cation supervisors 9 ^principals, gui'diihce counselors, and occupational program 
teachers/instructors^ secondary school system and James^Sprunt Technical Insti 
tuta in meeting the requirements for the articulation of subject matter of the 
occupational programs involved in the Articulation Research Project. The 
purpose eiad vsp ot the Instructional Objectives Guides fs described in detail 
.in Enclosuta-1^ attached, and should bVsStudled carefully. 

If the concep.ts of the Articulation Research^roject are to be given a valid 
test, it is essential that the instructors usfe the Instructional Objectives 
Guides to determine and apply the minimxm instructional objectives, skills 
(Process Objectives) and related technical information which must be taught 
to the leamej: to provide him with Jpb proficiency in his chosen' occupation. 
Instructional contact time allocations for th^ various Instructional objec- 
tives are est^lished for program planning pui^oses an4 represent the( time 
estimated as reqtiired to teach the average learner to become* occtipationally 
proficient in performance 6f the task. The .contact time ^locations for the 
sl^dv, but motivated, or the exceptionally a^le learners will, of necessity be 
guided by ^ the individual's needs. The performance •^standards^as' stated in the 
guide indicate the performance proficiency level the learner must demonstrate 
by the end of the course or program to be considered occupationally qualified 
and will be applied as the minimum performance^ standards for the program. / 

To determine the effectiveness' of the articulated programs. It is essential 
that the occupational teachers /inatructors concenied, at the high school 
level, as well as the guidance cotinselors, urge students interested in con- 
tinuing their articulated occupational program heyqpd high school to attend 
James Sprunt Technical Institute. This is the only way that learners in the 
occupational programs can be assured of receiving rredit at the post-secondary 
level for work successfully coi]q>leted in high school , thus avoiding repetition 
of work completed or retesting. If such students fail to attend James Sprunt 
Technical Institute, there is no way of detendiilng the fef fectivenesa of the 
articulation, program or * to measure Its benefJftV^^^ and ttih com- 

munity as a whole. 
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Instructors/teachers are expected to ensure that their instructional planning and 
preparation include as a minimxiin the instructional objectives and provisiory^ for 
the application of the performance standards contained in the instructionitz objec- 
tives guide for their program. The guides do not specify how a course is to be 
taught, but the enphasis should be on how to apply the processes and technical 
information to be learned. Theory should be limited to the essentials which the 
learner must know to meet instructional objectives. 

Articulation Project instructors and guidance counselors at both levels of educa- 
tion are expected and encouraged to cdjovaunicate with each other regularly and to 
develop a program of mutual assistance. Ec[uipment requirements not available to 
all schools can, in some instances, be made available for instructional purposes 
by proper advanced coordination and planning between vthe instructors/teachers con- 
ce 



Dixdb S. Hall, President 
James Sprunt Institute 



Charges H. Yelverton, Superintendent 
Duplin County Piiblio Schools 



kbd 



Inclosure - 1 

I 

Pn^rpose of Instruct ionji^Objectives Guide 



Copies to: ' 

■ ■ r 

Chairman, Board of Trustees, James Sprunt In8tJ.tute^ 
Members, Board of Trustees, James Sprunt Institute 
Chairman, Board of Education, Duplin County 
President^ James Sprunt Institu^ \ 
Superintendent, Duplin County Public^School System 
Dean of- Instruction, James Spr^t Institute 
V Assistant Dean of Instruction, Jafttes Sprunt Institute 
^Assistant Superintendent for Occupational Bd^ation, Duplin Couhty 
T Pxiblic Sdhool System \ ^ ' 

Director, Vocational Education, James Sprunt Institute 

. (Vocational Education Programs Only) y 
Principals r Duplin County Public High School^ (4) J 
jSttldance Counselors, James Sprunt Institute & Duplin. County High 
, ?\ Schools (5) 

Irbs^rubtors/Teachers for Occixpational-^ Program Concerned, James Sprunt 

^ Iristitute and DutpliTi Cotinty High Schools (5 or 17) 
Occupational Advisors, Duplin Area Occ\:Q>ational Advisor & Program 
' Coninittee (for program concerned) (5) 
" ^*^a Occupational Education Direj^r, State Depazrtment of Public 
instruction, Jacksonville ^ XOx 



1 

1 each 

1 

1 

1 

1 

1 

1 

1 

1 each 

1 each 

2 each 
1 each 
1 - 



NORTH CAROLINA EDUCATOR RESPONSES 

•TO , 

SURVEY REGARDING ARTICULATION CONCEPTS 



The •ource li a random aantple purvey conducted In 1975-76 In support of 
e study titled "A Study of Concepts, Policies and Procedures to Accomplish 
Vocatlcmal-Tectmlcal Education Program Articulation Between Secondary 
Schools and Institutions of the Community College Systems of North 
Carolina", by Carlyle P/ Woelfer, North Ci^ro Una. State University, 1977. 

Persons responding to the st'atevlde survey "included vocational education 
supervisors, guidance counselors and vocational edtjcatlon teachers at 
the secondary level of education from 21 different public sqhool systems 
and their counterparts from ^he 11 different community colleges and 
technical institutes serving those systems. The teachers and Instructors 
were primarily involved in the Automotive Mec^i^nlce, Business Education,, 
Drafting and health Occupations Prograois% 

^The analysis of data derived from the responses to the statewide survey 
discussed above showed that more than 70% of the isurvey sample respon- 
dents agreed with each of the concepts which form the bases for this guide 
and are^ discussed in Fart I, Introduction^ under the title. ^^Articulation 
Concepts and Rationale". The percentages of th^ type of response rercelv^^. 
for each doncept are shown below: 




Concept 



; Agree 



Disagree Undecided 



I 

n 
III 

IV 
V 



95.55Z 
74.83Z 
73.47Z 
76.7ia: 
70.072 



OO.OOZ 
I1.56Z 
17.01% 
5.58Z 
11.56Z 



4.45X 
'14.61Z 

9.52Z 
17.7lt 
18.37Z 
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^ POLICIES AMD PROCEDURES 

FOR 

LOCAL AREA OCGUPATIONAI^^UALIFICATION EVALUATION - 

r ^ * 

ir 

Ptirposa - To dtttarmlM If stiidax^ts satisfactorily conpletlng two or 
mora blocks of vocational/occupational program Instruction during the 
past school\yaar can maat tha buslnass /Indus try standards of performance 
for Job qualification, using tha Occupational Advisory and Program Com- 
mlttaa davalopad standardlaad test Itana In the program Instructional 
objectives guides. This evaluation also determines transferability 
OT^ seconda^ occupational course work for CC/TI credit. (See Appendix &-2 

Who " Persons to be evaluated for job performance jftroflclency will* 
be thoee high school students In articulated vocational programs who 
show occupational proficiency (passing, 77Z or better) and have Indi- 
cated Interest In employment In the program occxtpatlon on leaving high 
School, or Intend to enter advanced occupational Instruction at the 
CC/TI level. A cros8-*sectlbn saimple of program post-secondary students 
who are completing or have completed during the year those occupational 
courses conson to the high schools should also be evaluated. (See ^ 
Item 8.) CC/TI 'student participation Is a quality control feature. 
Priority for evaluation of hlghschool students should be given 4x> 
those who are leaving hl^^ school by virtue of graduation or other 
valid reasons. The end of the high school year (May) will be date 
for the norjlluil evaluation of high school vocational students. High 
school studants can be 66cupatlonally evaluated once a year, for In- 
struction not previously evaluated, until all occupational course 
requirements have been met, or when the student leaves school. However, 
there can be. exceptions made for such courses as typing and shorthand 
which are offered in 2-year blocks and can be adequately tested when 
the student Is ready to leave -school or has completed the second year 
of the Instruction. 

Evaluation far Occtpatlonal Qualification (Advanced Instruction) 
should consist of three phases or components: 

a. By the Vocational/Occupatictoal Teacher/Instructor Evaluation - This 
part of the -evaluation is based upon demonstrated general profi- 
ciency in class, attendance, attitude, reliability, work mdtlvation 
and cofbperation with the teacher and fellow students in tlask per- 
formance. Any teacher made test grades should also be considered 
in this phase of the evaluation. This score is normally combined 
with item 3(b) for a course gra^e. 

b. Task Performance Pyoficlency Evailuation at Home School - Hha phase 
la primarily the evaluation of the recognized occupational tasks |Ln 
a block of instruction, using standardized test Items and applying 
the performance standarda. This evaluation-^tli^ be performed by 
the teacher/inatructor concerned. This is in recognition of the 
fact that it will be impossible to evaluate a student's occupation- 
al qualification fully at sr»iaitral testing facility in the time 
that may be made available for stiph a purpose.* This phase of the 

. . • 
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•vaiuatlra can continuous thrbujj^ thi piiriod aa tha In- 
atructlon la conductad on tha Instructional objactlva concarnad. 
lha couraa or aamaatar grada la normally a conblnatlon of 3(a) 
and 30>), 

Joint Occupational Qualification Evaluation ^ftajkrctad at a ^ 
Cantrallaad Taatlna Facility, Ualng Standatdftad" Taat ItaBta and 



Parforaanca Standarda - Thla phaaa to ba^onductad at a cantral 
taatlng facility, by a joint avaluatlofi taam conala(lAg of at 
laaat two occupational taachara/lnatructora (ona high achool 
taachar and ona CC!^TI Inatructor) for aach Articulation projact pro- 
gram of inatructlon. Tha pun^oaa of thla phaaa la to cauaa thb 
atudant jb daflK>natnrata to an Impartial taatlng taam that ha/aha 
la occanatioqally nuallflad to parform tha taaka organic to blocka . 
of InatAictlon covolatad and to ba cartlflad accordingly. Tha par- 
formanba avaliiatloii will apply randomly aalactad taat Itama from^ 
tha atandatdlaad ta^t^ama, ylth^n.tha limits of tha Inatructlon 
complatad by tha st^ant>..^Q]^a_lt^ la a ^^challanga** tyi>a avalua^ 
tion. TaaC Itana will concantrata on primary taaka and vhara a 
complax task la Involvad, which raqulrad conaldarable complatlon 
tlma, tha taat may raqulra parformanca of only a porfelbn of the ^ 
taak. Oral and written reaponaas to certain |:ast Itama may also 
ba cona)Ldarad, particularly where related technical Information 
la unearned, or Identification of . certain components of an 
aaaambly or an inspection la required* (See Joint PhasSi Enclosure 
\V 10 (jCppendlx G-1) 

f The flniOoccupatlonal qualification for each block of instruction 
' of the uaivldual being evaluated may be determined by a total of 
the three evaluation phaaes wel^ted as follows: 

1) Teacher/Ina true tor Evaluation (Homi^ ^School) from 3(a), 
pIuB / ' ' 

2) . Teacher/Instructor Administered Task Performance Evaluation 
^ (Hone SdiooD from 3(b), as final grade • 60Z 

> 1 

3) Comprehenalve and/or Appl^d Performance Centralised 
Teatlng Evaluation by Joint Test Team., 40% 

lOOX 

This evaluation series Is designed to validate Job qualification 
and is not intended as a substitute for semester or quarter 
grades.. Semest;er or quarter grades should, however, contribute 
to tha teachar/inatru^fiof^ evaluation phase. The atudant must 
adilava a combined s^ore of 80Z or better to ba' considered occu- 
patl^nally qualifi^ in any ona block or course of instruction. 

Cantral Occupationaj. Evaluation- Facility ^ This facility 6h6uld. be 
csntrally located to the inatltutiona using it and have the beat 
faclUtlaa and required equipment Wailable to conduct the evaluation. 
(In moa^ caaaa, this may be the local CQlTU Selection of the CC/TI 
raaourcaa for thla purpc^a would enhance tf^lculation aince it would 

Srthar aiqpoaa the* high achool a tudenta to the post-secondary inatitur 
ona raaourcaa.) ^ 
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5. Joint Occupational Evlimtlon Team - Thin team ahauld conalnt of at 
lata t offli high school tcachor and one CC/TI Inatructor for the occu- 
pational program concamad. Where the filze of the group being avalua* 
tad la large, or the teat It^ma require several test admlnlatratora « 
mora than one hl^h school teacher will be required, TI\1h tdom will 
aet up and admltiiater the teat. The test Itemn uBed will bo those 
aalacted by the Inatructora of the aroa occupational program committee 
"SSkL^ should be representative of the major tasks of a block of Instruc- 
tiont The percentage value (based upon importanco) of tost Items with 
relation to other test . Items In the evaluation should also be deter* 
talnad by the coimalttee concerned. Studorrt performance on each test 
Item ahould be evaluated on the basis of ''qual.lf led*' or *'unq\iallf led" 
to perform the ta8k(8) concerned and meeting instructional guide per- 
formance standarc}s stated In percentages. 

Centralized Occupational Evaluation Administration Time - The central- 
Lzed occupational evaluation should be conducted in blocHs of 3 or 4 
^hcurs (AM or PM) *on as many days as determined by the Instructors con- 
/ tteraed. ' Provision should be made for students to be excused from othe 
^^chool activities during their evaluation. These evaluations should 
be considered as important to the occupational student as the S.A.T. 
is to the college aspirant. 

7. Certification of Job Level of Occupational Qualification - The student 
who achieves a final combined score of 802 or better. In each of the 
instructional blocks that collectively make up a recognized Job wiU 
be issued a Local Area Certificate of Occupational Qualification, 6n 
leaving school. This certificate will state In standard Industry/ 
business/profession or D.O.T, recognized terms an<f titles the Job 
level of performance successfully demonstrated by the student* The 
certificate of occupational qxiallfl cation should be signed by the 
teacher and instructor (s) administering the test at the centralized 
testing facility and the home school occupational teacher. It will 
be authenticated for the Occupational Advisory and Program* Committee 
concerned by the Executive Secretary of that committee. It is also 
desirable to issue all stiidents who have been evaluated a list of the 
tasks completed for which performance standards have been met. (See 
Proposed Certifleate of Occupational Quallfl<;atlon, .Appendix H, ) / 

A record should be kept of students^ centrally /evaluated who success- 
fully have met required qualification standards (for pnly one or more 
blocks of instruction but did not meet evaluatlcm requirements ,for 

^ enough blocks (or ^;ere not tested) for qualification for a recognized 
Job. Such students should receive credit for tdode blocks if ^enrolled 
at a CC/TI in the program. Foj students Iremainlng In High school, 
such credits should be applied with work recognized the following ^ar 

^in determining Job qualifications. All credits awarded shouUi be made 
a matter of record at the CC/TI with that information also provided 
to hi^ schools concerned^ (see Appendix H-1) and to the students. 
Those students who do not receive a certificate ^f Job qualification 
but^did aam transfer credits, should be given a -letter that states 
Aedits earned. (See Appendix H-2.) 



Totint of CC/TI 8tv>d«Dt» - In viw of th« conflicts b«tw««n tprlnft 
9uirt«r and spring iraia Ear c^laclon dates and tha difflcultla^^ 
that nay ba axpatrlaaoad In obtaining CC'/TI atudant participation in ' 
cantraliaad tasting, it may ba. appropriate ta^avaluata tha CC/TI 
atudanta in thoaa couraaa with subjact aattar c^ioMon Xo the high 
achooia during tha conduct of regular it\structlon. ihe evsluatlon 
to include use of tha aattk coasaittae prepared teat itaaa and teat 
procedurea as^vill ba or Vara uaed to evaluate the high achaol atu- 
danta during centralliad^^aating. Tha reaulta from the raSpo^aea 
to thoaa test itema ahould hm recorded and providid to the Executive 
Secretary of the Ucal Area Oflfcvational Program and Advlaory Conait 
tee concerned for uaa in pc«#iliag quality control atatiatlca. 
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0Ca»AT10MAt EVALUATIPW POLICIES. PROOBDUMS 
AiP KKgPOIISHIHtlES PLAWWIHC MODIl 



Jojot C#ntraXiMd Ivluation PhM« 

1. K«t«bllflh data I CIm and placa for aach artlculatad program contrallca^ 
avaluation. 

Raaponalbllity ; Aaalatant^Suparintandant for Vocational^ Education 

S Local Araa Pii^lic School Syatam(«) (or aquivalaht). 



Daan of Inatruction (or ai^uivalant) ; .local araa 

rr/TT. V 



CC/TI. 

2. Daaignata taachara/lnitructora to participate. * 

a. Mlnlttua: 1 high achool occupational taacher and 1 CC/TI 

Inatructor . 

b. Stiidant to taachar/lnatructor ratio t ^8 to 1 (may vary with Block 

Teatad) 

Raaponalbllity I Hl|h Schoola - Aaalatant Suparintendant for Vocational 

Education » l^^ml Araa Public Schoq|L Syatam(a)| 
daalgnataa acbool(i) to provide teachara; achool 
^ adalnlatrator 4aalgnatea Individual (a ) . 

CC/TI - Daan of Inatrucilon or other appropriate 
auparvlaor concerned with program to be evaluated. 

3. Deaignate atudanta to participate In the evaluation - (li|(^ed to high 
achool atudenta vlth eaqployBent interea^a In oceupatlon of>^he program 
or plai for advanced inatruction and at least a^roaa-aectlW^ 
CC/TI^tudenta in comnon couraea.) In both caaea , the atud^i^r^o be ^ 
evaltiated must be eligible for evaluation baaed upon pro|rl8lon8 of 
Appendix G. 

ReagonaiBllity : Taachera/lnatructora In program concerned, based upon 

information received through local school administra- 
tor or Department Head from Assistant Stipe rintendent 
for Vocational Education , Assistant Dean of Instruction 
or Director of Vocational Education, or like super- 
visors, y 

4. Provide list of students to be evaluated and Inatructional blocks coifr- - 
plated to evaluation team. 

^ Raaponaibility : Aaaiatant Superintendent (s) for Vocational Education 
^ ) and Dean of Inatruction (or equivalent) assisted by 

executive secretaries of tbS^ocal area advisory 
and program committees concerned. 
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("reparation q£ Evaliiatlon Plto^'Sp6clflc8 to'lncd^ 

■ . . • -■ ;• ^ ^ - . \. : : • ; 

. «^ / a. . Spleotlon pf teat Itau, fsc^ «taa42ardiized llstl^^ * , ' 

- Vb. Provision of test item.4etalls to (Lhclude Item t^Be allocations : 

V * . c A D6termltiatio& of eqid^ment < ai^^aclllty requirement's i. 

' . ^- ^..d« < ^Determination of test Item^sequence and metlibd of evaluation 
f ^ ^(oral, v;rltteny idefntiflcatlon and performance); and 

. - '^• Y ^termination of evaluation detail prpcedure^ (inoividual re- 
sponsibilities of test.adminlstr^tors) • ' *^ 
• .» <^ , ■ ' ■ * ^ * . ^ ■ ' ■ .« 

ResponBlblllty g Teachers (a) and Instructor (8) deslRiated to form 
• r program evaluation team. • """" 

6^. Arrange for Cransportatloi^f students to central jgva luation facility. 

Responsibility t School administrator concerned 9^&ordi|iated by 
r * . Assistant Superintendent for Vocational Education 

Local Area Public School SystemCs) and CC/tl Bean 
of Instruction or designated person, 

V<-7r Suggested student evaluation loaid per evaluation period: 

. ■ ' ■ ■ - - I ' 

a. Automotive * 15 ^ 

b. Business Education.- 24 ) ^ 

w. .Drafting X 15. ^ • ' ;^ . 

8.. Provide t^e teacKet evaluation of occupational (|)kl^iflcatlon of stu- 
dents being evaluated at central testing facility to test evaluation 
^ ^ team, (^e Basic Guide Polices and Procedures for Local Area Occupa- 

tional ^tialiflcation Evaluation - paragraph pertaining to occupational 
evaluation^ Appendix G-1.) 

ResponlBlblllty ; Indlvldpal teachers/ins true tors concerned through 

; JLocal school administrator in time for evaluation. 
(This should be submitted with stude^nt's name, if^ 
^ possible.) ^ y ^' 

^ 9. Exercise general st4>ervislon a^d»coordlnatlon of centralized evalua-^ 
tlon team and centralized testing phase. « 

Responsibility ; & Executive Secretary of the Local Area Program mid 

♦ • ^ Advisory^^epnmittee concerned with the odct^atlqnal 

''^ ' ^i)rogram in which students bei^ng tes'ted are enrolled. 

• ■* . ■. «.'•.»■'■ 

■* 

10. Arrange foi\ equipment and t|set facility availability and preparation 
based ttpon Requirements determined by centralized testing team in 
^ ^ paragraph 5' above. 

ERIC 



- Responsibility ; Occupational edi^catlon supervisor exercising super** , 

Vlslott^jpyer. facility dfislgnat^, the occupational 
"•^ ' teacher/ Ins trtictor narmally d^rged with, the faclll- 

• ^ ty^ and^ equipment • Prepar&tioii 6f facility to be -per-tt 

„ formed by .test' team personnel , assisted^ by fac1|.ilty 

. , ^ • ' instructor ^f not part^ of test tearn^ coordinate by 

Executive ^cretary of Advisory and Program. Commlt- 
^ . * tee concerned; 

11. A SuggeiBted Procedure to Determine Student Test" Item ^slgnment' - 
Vocational/occupational teachers/lnstr\jictors will prepfr^ sufficient 
test Items to test students in the time allocated, on each block of 

' instruction "cosseted since last tested. If not previously tested, those . 
1 blbcks of instruction conqptleted during- the idchool year will be tested. ^ * 
< Ti^st items shoul4 be designed to be coiq)leted in relatively short' 
periods. (Multiples .of 10 minutes are recommended.) To reduce the * 
chance for coi)q>romlse ^and to permit station-type testing t« expedite 
testing, test Items for each block should be numbered and grouped 
according to allocated completion time. Slips of paper with .test it;em ' 
number and sequence pf testing for that item will then be placed in 
containers and the student directed to draw the a^roprlate nuidDer of 
slips from the various block groups. The numbers drawn will then be 
the test items to which the student responds and sequence of response. 

12. Test Items- for Centralized Testing - The planning committee for the 
centralized testing phase should be made up of necessary representatives 

^f rom each participating institution in the program concerned. The 
committee as a grotq> shotild select the test items outlines from the 
appropriate blocks of the instructional objectives guide per paragraph 
, 11 above. The joint evaluation test items should then be prepared by 
the committee. Each* item should be reviewed by the committee for 
validity and reliability. Following f>reparation of test items, they 
should be given to the executive secretary of their advisory and program 
committee for review , necessary reproduction and safekeeping until 
test day(s). ^ 

• ■ ' * • *• 

13. Grading of Test Results and Calculation of Qxialification Scores - 

Following each day's testing^ test team personnel should gfade test items 
/ administered. If possible, qualification scores should be 'calculated 
at this tima based upon ; Paragraph 3, Appendix G. Results should be 
given to the committee Vs Executive Secretary. 

14. Preparation of Occxipational Qualification Certificates - Responsibility 
of the committee's Executive Secretary. "(See Paragraph^?, Appendix Gi) 



SATIOMALE FOR CENTl^IZED EVALUAT^N . f 

. ■ FOR ' • / ' . 

JOB QDALlf ICATION- ■ d ■ 

centralized evaluation for occtq>a£lonal program students for Jo);« qualifi- 
cation and advanced program credit la apptbptlate as an element df the artl- 
.culatlon procesaC With the siq>pdrt and efforts of all concerned , the 
follovlng benefits can result from centralized evaltiatlon: 

1. The student Is evaluated by conqpetency bafij^ed test Items sloqily for 
ability to meet Job qualification standards In occi^atlonal vork - 
completed and Is noc In co]iq>etlllon with other students. 

2. Evaluation Is based upon student ability to respocid to standardized 
test Items that relate to key Job tasks and are selecteid from test 
Items In the program Instructional objectives gufa^' Test Items 
are designed to meet both ap^llcatory and co^nitlv^.t^k require- 
ments. „ Performance standard^ are those recognized ^y the occiqpatlon 
for the Job task concerned. ) . . 

3. The centralized evaliffiflon test Items are prepared for administration , 
reviewed for adequacy » and responses graded by the Joint efforts of 

.c- vocatlonal/occiq>atlonal teaqhers/lnatructors of the articulated pro- 
gram concerned. The x;esu3^8 should be better test Items and tes^t 
administration than norinailfl'ban be done by one Individual. The > 
foregoing ^[Iso helps to validate acceptance of lavaluatlon resul^ by 
the post-secondary occupational Instructors , Whc^n a student prei^ents\/ 
hlg^ school earned Job qualifications for advanced standing credit In a 
post-secondar]^/ program. a ' ' 

4. By demons trying Job qualification throug|h centralized testing,^; high 
school studentib^ simultaneously demonstrate their. quallflcatlj;« to 
receive advanced program credit for same^ without furthexM^estlng, If 
they enroll In the program at the post-s1econdary level - the purpose 
of artljculatlon. 

5. Centr:iLllzed testing helps to determine If all vocational teachers \^d 
occi^atlonal Instructors are following the Instructional objective)^ u 
guide for their program In the same block of Instruction^ That pr^r^;;^^! 
t^e ensures that the same tasks are taught and the same ^perf ormance^^^'^ 

: standards applied - again » articulation^ /, 

^ /Centralized testing provides the opportunity to award the successful 
student With a standard, area recognized. Joint certificate of occt^a- 
tldnal qualification vhlch states the Job quallf IcatlonU) demonstrated 
by the student In terms having personnel management slgnlflcahce. The 
certificate 'Is Issued by the occiq>atlonal advisory and program commit- 
tee conducting the evaluation. Slc^ this Is a Joint educational area 
Activity with advisor participation/^ It should have more credibility 
than the average Institutional diploma or certificate. 
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7? Provided ^& valid basis for administrators to evaluate «the qiiallty of 
occupational instruction as well as student ability In articulated i 
prograais presented in the Instltution(s) for which they have admin- W 
liBtr^tlve' rtoponslbllity.. This is a demonstration of accountability. 
^It also helps to ensure that adequate resources are provided 
support the program. - ' 



8v Properly conducted , 'centralized evaluation can serve as a workshc 
for all Involved to inqprove testing procedures. 



Do not confiase centralized job qualification evaluation with course grad'As 
and credits awarded the student by home' school ci^assroom teachers. Cen-^ 
tralized testing is annual and normally Involves all courses or blocks of 
instruction coiq>leted l>y the student during the year, or all blocks of in- 
struction in which not previously evaluated by centralized action. It is 
not intended as a substitute for final examinations. The .home school / 
teacher could use some appropriate elements cTf centralized testing results, 
if such vaa planned, as contributing to final grades for the spring 
semester or quarter when there is a question of passing or falling a course. 
The designation of "job qualified" In a specific block^f Instruction is 
%he result of a composite' score- that is based i^jpon two independent evalu** 
^ atlons. The first evaluation is that performed by the home school occxipa- 
tlonal teacher during the conduct of daily instruction in the block eval'- 
uated. The second evaluation is the result of the centralized testing 
conducted by a joint-test team of secondary and post-secondary teachers. 



i 





r 



THIS IS TO CERTIFY THAT 
Jiae Hancb|By 



Has satiBfactorily comp/eted Blodtf'l.O. 2.0. 2.5> 4.0 md 5.0 (fee reverae aide) 

articulated blocks of Inatmntinift/^hft BuBlnesB Education 
at Wall>ce-Ro8e Ell^Hlgh School 



program, conducted 



, , and has.met performance standards required 



for qualification as a: Clerk, Chrk-Typlit, Clerk-General 



OFFICIAL: 

\ 

Date. KW U. m 



For The Ptiplln Area Business Education 
Advisory and Program Committee 



Home School Te£Kil|er(8): ' 

Laura C. Kenan 
tfallace-Bbse Hill Egh School 

Evaluation Team Members: 



. Laura C. Kenan 

^tfallace-Rose^U High School 



By:. 



Thomas Hall 



Committee Executive Secretary 

'Assistant Dean of Instruction 
Janes Sprunt Institute 



'Catherine Register 
Janes sprmt institute 

Herman Klght 
Janes spruDC institute 



•#$EAL 

JAMES SPRtjNT . INSTITUTE 



FRir 



SEAL 

DUPLIN COUNTY SCHOOLS 



1^- 



• // 

Hanchey, June 

Wallace-JLose Hill q^h„School 
May 1977 



r 



Credit without 
at James Sprunt 
course. nuiii>ers 
year following 




Block 1.0 
Block 2.Q 
Block 
Block 
Block 



2.5 
4.0 
5.0 



T 

further testing in the appropriate lousiness 
Institute, Ketiansvllle, North Carolina for 
ll8t^3 belov, If enrolled during tHe 8cho(^ 

coiq>letlon oj the Business Education prograi 

. '/~ ' 

Personal Development 
Basic Typing 
Piling 

Business Machines /Reproduction) 
Jkdvanced Typing 



Education programs will be g 
the Instructional blocks and 
I year 1977-1978 or the schoo 
[ at the secondary level. 



Q - Qualification Score k_ 



HYG 101 
BUS 102,103 
BUS 112 
BUS Z12 
BUS 104.^05 



Q - 96 

Q r 98 

Q - 95 
Q - 95 
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' 13 May 1^77 



• ' 1 • • 

Ihe students listed on the attached sheet have participated In the D^lplln 
Area centralized Tea ting ^Pro^ram for Job proficiency In Business Educa- 
tion subjects. They have deabnatrated ability to neet Job proficiency \ 
performance standards In the articulated program blocks of Instruction . 
shown after their name, but have not been tested In sufficient stfcject - ^ 
areas to be Identified as qualified for a specific Job recognlzedvln the 
Dictionary of Ocqupatlonal Titles (D.O.T.ft They will hot be lssid|d.a 
Duplin Area Job Quid:iCl<;ptlon Certificate at this Jtlne. These ^val&itlon 
results will be recognized as evidence of articulated Instructional ^blocks 
satisfactorily completed and will b(^ utilized together* with futu* (1977- 
1978) centralized testing reports to determine Job qualification. In 
addition, full credit without addU4.onal testing wlll.be given by James ^ 
Sprunt Institute In these siibjectj Jider the following cbndltlons: ^ ^ 

A. The student enrolls in oile of .t^ articulated business ^ : * 
programs during the a^chool year 1977-1978 or; 

B. The student enrolls In one oj'^the articulated business 

programs following completion of their current high school , 
business education program. ' ^ 

A copy of thisj^report will be kept on file in the Office of the Registrar, 
James Spnmt institute. ^ ; 

Thomas Hall, Executive Secretary ^ 
Duplin Area Business Education 
Advisory and Program Committee 
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.LBTTIR "^O* 



A^N A R D 



OOPLllf OODNTX - PUBLIC SCHCXJIiS 



JAHBS SPHDNT ^MpTZTtlTB 



) ■ ■ 



/ocu j[V«J<<.<up<ita)n^ -tfce AHtiaUaUon Tu^Lhb PJiogkm btjtuoiui Vuptbi Coimtu 
PubtAJi SchqoU and JdmeA Spfumt iMtltutt, Wku Us»u,Ucant to thAtduiu>u!!Z 
pfioQfwJi^ 4ji OWL cauMy and U Ujnufitln appJizcLeuUd. i 

Hit oAt pi^td to Inif^ ifou that yoiui tut icohju Andicati. thai 
tUaibU ^oK advanaed ptajumtnt In tht ioWMi^ afvtaL{i)t 



you. oAt, 



BhoiUd you eUct to uiHatl at Jamu SpHunt InUUuttL to puAAut 6tudUi 
't/tq to a dAQHtA in BuAltmA Education, you. uUJt bt mwidtd cMdit ioK . 
iolZoiOLng oouaaus 




1 



Tftwe cojme* oAe aUo appUcabU to any Job QiuUiLcation QvUliLcatt, ioK 
you mcght 6e zligiblt.. ir-™ « 

Cong/uxtulatioM on youA ajs^wptUhwutt and but oi luck in all iutwve. 
endtavoAi, ~ . » 

SincjiAUy,. 



Lloyd StevenA . 
ki^tant SupeAintenjdent 
Viiptin Coanty PubHa. ^chooli 

LStJO/kd ' 
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Jtu Outlaio, ViAzetoK 
Vocationat/TzdinicaJt BducatioH 
Jojm SpAunt iMtitutt 
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Hock ODO Muetion to Automotivi 

Tichnology 

high school" 180 hours 
Cc/tl )■ '78 hours ^ 

OlOShopPpvijl^indSiftty 

L M S Kp6w arp^rsctice shop safety. 

L M S lynow firtt-aid requirements for 

rnsltnpp hazards. 
LMS ldi^)ti(j[j^ 

maintpiirtDmrnon ha^ltoolL 

LMS Idenfify.u^ properly, and 

rnaintainitermofcomfnonshop i 
equiprtwrD 

LMS. Identify, use properly, and 

(maintain items of common use 
' shop machinery. 
— LMS Know performance requirements 
of stanldard shop operating 
proce()urei 

0.20 Thi Motor Vihidi: AnemUy 

ldintificition,AiMinblyand 

s Vihidi MiciMnicilOpirttjofl 

indPrtvirMiintMim \ 

L M S 'Know types, purpoie, application, 
and care of lubrication and tirk 
LMS Know purpoie. operation, major 
parti, and care of cooling lyitem. 
LMS Know porpoei, operation, major 
para, andcare of automobile 



L M j Know pufpose, operation, maior 

parts, and ^ of braking system. 

LMS Knowi^rp6se, types of fi/el, 

' system options, major parts, j 

and care of fuel system. ' 

' LMS Know purpose, operations, major 

i parts, and care of steering system 

and front end. 
.„LMS Know purpose, operations, major 

parts, and care of power train and 

genual transmission. 
LMS Know purpose, Operation, nujor 

parts, and'Care of angina 
LMS Kn(^ purpose, operation, major 

parts, and care of automobile ' 

air conditioners. 

LMS Know purpose, operation, major | 

^ parts, and care of automatic 

transmMon. 
LM9 Know purpose, operations, major' 

pa^ts, and care of automotive 

electrical syitemi ^ £ 

0,30 The AutomotiviTidtnidin ^ 

^IMS Know Qpportullities and job 
availability for the urtomotlve 
technician. 

LMS Know how to get a job, hold a 

job, and earn advancement 

^LMS Know.howtomeetpeopleandto 
beaooapted by^fellowimployeei 



LMS Know the technician's 

responsibilities ,tow^ his 
ernployer, the customer, and his 
crk - 

i 

Block too Lubricition and Velpde / 

Operating Mirrteniilcr 

? high school • 25 hours v 
/ cc/ti "25 hours , 

^LMS Changes oil aixl filters. 
.„LMS Lubricates vehicles and nuipmeni 

LMS Removes, repairs or replaces tires, 

and maintains equipment. 



LMS Winterizes vehicles. 

Hock zoo Cooling Systim^intininoe 

' high school" 30 hours 
CC/ti '"aOhour^ 

A M S Checks coolant freez^^point. 

LMS Inspectsand replaces water h(Aei 

L M S l^rizes and inspects dbolam 

syitem,. 

LMS Tamjndredtos thermostat 

LMS Chedcioverflow tank and 

accessoriai 
^LMS Ren)oves and reinstalls 

radlatorii ' 
_LMS ChnffilGally deans and flushei 
.coyHngsysterg 
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^LMS Replaces water pump. 
..^LMS Replaces freeze plugs. 

riOO Automobile fkitir 
MaintmineiindRepdr 

high school ^30 hours 
rc/l;i "30 hours 

— LMS Inspip'and replaces defroster 

hose. ' 

LMS Services heeter control 

components. 

— LMS Replaces heater water control 

core. 

— LMS Services or replaces circulating 

heaters. 

, — LMS Diagnoses heating system 
» 'malfunction! 

Block 4.00 Braking System Maintanmc* ^ 
indRepdr 

high school* 60 hours 

cc/ti "^'^^^^ 

^ — LMS Adjusts brakes. . ' 

— LMS Adjusts hand brake linkage. 

— LMS Frees up parking brake c^les. 

— LMS Replaces hand brake linkage. 
— ^LMS Bleedibrakes. . 

— LMS Inspects, nepaihj or replaces self 

adjusters. ^ 

— LMS Replaces brake hoses and lines. 
^ L M S Inspects and replaces brake pads 

(disc brakes). 



— LMS Inspects and replaces brake shoei 
^LMS Inspects and turns rotir if 

j necessary (disc brakes). 
_LMS Inspect and turns brake drums.* 

LMS Repalrior replaces wheel cylinder. 

LMS Repairs or replaces master 

cylinder. 

LMS Repairs or replaces hydraulic 

power cylinders and valval 

— LMS Performs optional brake 

inspections. 

Blodc 5.00 Fud Syitim Maintminei 
and'Ripdr 

'high school "55 hours 
.cc/ti "56 hours 

— LMS Inspects, services, or 

carburetor air cleaner. 

— LMS CleensBr replaces fuel fllte(AJniti 

— LMS Removes, services, or replaces fuel 

h'nesan^hoaei 

— LMSl Installs carburetors. 

— LMS Inspectsand measures fuel flow 

and pressure of system, 

— LMS Adjusts carburetor. 

— LMS Inspects, oleans and adjusts choke 

unit (automatic and manual). 

— LMS Inspects, services, or replaces gas 

tank, expand sending unit 

— LMS Repairs and services carburetor! 



~^LMS Repairs or services exhaust 
emission control system, to 
include manifold heat < 

— . LMS Analyf es fu^njection problems 
by means dt^lectrical diagnostic 
equipmen/ 

^A. LMS' Performs operational inspccMs 
of exhaust emission control 
system. 

Blodc 7.00 Ddi^Trdn and Manual 
Transmission - 



•165 hours 
■165 hours 



high school > 

cc/ti 

^LMS Lubricates U-joints; 
«.LMS Lubricates speedometer cable 
drive gear arid housing. 

— LMS Repairs or replaces slip-joinis or 

U^oints. 

— LMS Replaces drive-line seall 

— LMS Tests and replaces out-of-round 

drive Shalt 

— L M S Inspects drive shafts. U-joinis and 

center bearing. 
LMS Replaces manual transmission 
. gaskets and seals (in-car repairs). 

LMS Replaces pilot bearing. 

_ LMS Replaces throwout bearings. 
LMS Replaces transmission nk)unts. 

— LMS Adjusts mechanicaMype clutch. 



0 




Adjusu eiternil ihif Minligi 00 
manultfamrrvssion. 

LMS ln^(Jec^$l^fl!lng 

LMS f^rformiopefltiOOllm^uir 

!f|ftsmijnonintp«tioni \ 
LMS Replica! minuil 



LMS RcpiiMimichintciMvplclutdii 

LMS ReplNM mmuil tfBftSfmniOA. 

LMS ftabuildiminuiUrinimiBklh 

IfmiornpiifiK 
LMS MHiild|Ovirdri¥iunil 
^LMS Ripii^riir-lxliihaft^biiringi 

LMS Riplmi pinion Ml. 

LMS Riplmidininntiili 

LMS OMTtajbdiffwimilli 

LMS fWforniopiritionitlnipictioni 

ofttffvmtiiii 

Block 1,00 bviM - IMirtMwnci, Ikpik 

M|hidttO(-220houri 
LMS QMniinolni. j 



,^LI*S PBfforrmopif«ionilirtipectloni , 
ol poi(tiv«cnnkca«vintilition 
syttemi. 

LMS Ripiirtoriifvicaicfinkciia 

\ vmtilitioniyttirm. ^ 
^L-^LMS RufttcornimiontHt. 
^LMS (yforrmcYlindirMaoim 
AMS Plrformicylindkti2ltoncit«t 
^LMS Diijnoiil / 
LMS Di«rKMMl«itriinir«tM 

fTMHufCtKXl 

LMS Clnraingimpimindmildi 

viMlctMCkfof condition. 

LVS RtfTOvMindripliOHpviiridvilvi 

vilvioowiri 

^ LMS PlrforniopintlonillnipKiloni 

i ofmoimlubricitioniyitM 



On 



L 



^LMS (IwwwindnpliCMhMd — 




M S ' R«mov«i ind riplicci o«l pump. 

MS RepainoilpumpL 

M 1 n«mov«s »nd replices timing geart 

■ ind chaifu, 
MS RemovnandrfpldceiVM 

ringoaBfV 
MS RunovM and replaces engines 

frPivfMclei. 
MS Ramovii and replaces conneciing 

rods and bairingi 
MS Rimoviianctnpiacispittofi 
MS Removes and replaces rings on 

piitom. \ 
MS Rimovei and replaces cranksfiaf I 

endbaacings. ' A 
MS Impacts crankshaft and ccnnac% 

rod aMmbiy using tnM r«tea 

and otfw aquipmani 
MS ImpacttandeomcRtwringfit. 
MS Ramovnandreplaoaicmhaft. 
MS Rimvvii and replacai camshaft 



LMS InvNCtlixKauftiyitim. / 

LW8 ImpicttornmovMandrdaoai 

eKlMtmanlfokk / 



LMS 
LMS 
LMS 
lUi GrMivilm 
LMS AaurfkHMtMMti. 
IMS RMTvwmdnplioadviliftin. 
luS RnrowmdnplMNMlvigulda 
IMS flmoMiindnplKii Mlviati 
LMS MKhiMvilvigijidMforvieiil 



nounn 



L 



Hodt t1.0 Autofflotiii ElKtri^ Syitwm 
IMrtlnMOiind Ripiir 

high idiool 'ITS hourt 

cc/ti ■ 231 hours 

' LMS ClMig«)i.i9)t«tiipirttplugk 

LMS R«)libilightbulbL 

LMS RipltoafWwunitL 

___LMS Sirvieaorrvlnibittirto, 
ciblH,iMibMryboit«. 



1 



LMS Mormiopefationednspeciions i 

of lighting and electrical syttemi./ 
LMS Remove and replaces stofyiight 

SMitCh. 

LMS Adjusts haadligha 

LMS Adjuns,rfmovei« repairs, or 

npiaoei back-up light svvitchei 

LMS SM ignition timing. 

LMS Rem(^ and replaces generators 

oraitimitoa 
LMS Ramovas and replaces startea 
LMS Aapaira starters and lolenoidi 
LMS Repairs genentors or altamatorL 

LMS fW»iriorrifT)ov«arvlriplaoii 

cherging lyitam rnulitori 
^LMS AnaiyasmaHunctlomlnthe 
I cranking lyitenv 
AJlMS RemOM, repairs. reptecei end 
/ adjuits distributor. 



OCCUPATIONAL TASK PERFORMANCE 
RECORD 

Articulation Research Pro|ect 

CC/TI 
arxl* 

City /County Public School System > 
(ichooii 



AUTOMOTIVE MECHANIC 
PirtI 



pi w 
rt 0 



Code: 



(IHTE: card is folded 
at index larb to fit ia 
wallet or pocket.) 



tpame) 



L ' Limited skill, requires supervision. 
M • Moderate skill, requires minimum 

su^lsion. 
S- Skilled, Morks independently. 



(date) 



(instructor's certification! 
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^ J ^ . OCCUPATIONAL TRADE FAIRS y/ 

A vehicle to serve as an Information activity relating to occupational prograiDS 
for the comnunlty as a whole, to Include student, the fakLly,^ teachers of all 
levels and subjects and business and Industry Is'TS occui^atlonal lErade fair, 
this a'ctlvlcy. should li^volve the *Joint effort of ^11 levels of career explora- 
tion and occupational instruction froa Junior high school through the post- 
secondary commlty college or technical In^ltute. To show the terminal 
objectives of the occupational programs, the business, industrial (to include 
'agriculture), and professlonal^ctlvitles of the area should be Included to 
provide a complete display. Partlclpatloa of such activities will also serve 
to make them more avare of the occupational education programs conducted and 
their potex^tlal. 

The guidancjs counselors from both secondary and post-secondary levels should 
also particli^tfe since they can' and should play a* key role in articulation. 
The local krea E]iq)3fpyment Service Commission can support the guidance counse- 
lors. 'The\ regular Armed Services, local National Guard units, and oCher 
* govemmentAl agencies jthat capitalize upon the use of occupational and academip 
education oWput or provide such training, shoxxld be included. In addition, 
nearby commuhi^ty colleges and technical institutes and senior colleges should 
be asked to participate with informational action or related displays pertaining 
to career clusterr\f or which no programs are opeVational in the sponsoring local 
area. 

H 

\ ■ ■ 

The Junior hi^ school, high school and post-secondary (commxmity college/ 
technical institute) displays should show each exploratory and occupational 
program conducted, employing live action displays with students participating. 
Displays should be highly organized by occupational clusters or programs 
leading from the exploratory programs through each educational level to the 
occupation (the employer), as opposed to each school having allof Uts activi- 
ties in a group. Within the octupational family, each participating school 
should display by Joint agreement a phase of the total program sv that the group 
of displays mns progressively from the career cluster exploratory^ to the 
advanced instructional phase, without duplication of activity, ending in' the 
vicinity of the occupational employer's exhibit. See attached schematic on 
proposed liyout. The exploratory display should emphasize the occupations in 
the career cluster. (See Appendix J-1 .) 

The career cluster employer's esdiibit should list and emphasize , the types of 
Job skills they employ and the average salaries paid arid. the progression of 
advancement. Such displays should also permit the showing of primary products 
or services where appropriate. Sales activities by esdiibitors are not considered 
appropriate under these conditions. 

The displays of each school should be separated from the others by some form 
of partitic5n. Most displays can be accommodated in spaces from 8' x 8* to 
8' X 16* of floor space. Electric lighting, power outlets and vertical sur- 
faces are needed fo^r the average displays. Commercial exhibits on the periphery 
of the school displays should be allowed more space, ie: 15' x 15 ' to 15' x 30^ 

\ APPENDIX J 



Arrangements for^food service are required and often will be 'done by local 
^ aervice clubs or like organizations. Adequate toilet faclliti^es are required. 

A tobacco sales warehouse has been found very ^atisfac^ry for th^ls type 
activity if larjge (minimum 175' x 200') civic centerti^ etc., which permit 
vehicles on the floor are npt available. Ample space permits better displays 
Parking space and traffic control mxist be adequate. 

High school bands playing in concert can contribute a festive air to phe . 
event. ■ • 

Tile "Fair can, be successfully ^on3iRrt^d from 12:00 noon to 8:00 p.m. A Friday 
(April) afternoon was foimd 'appropriate. The target audience is the whole 
\ community,* with emphasis upon^ the* 6th to 10th grade students and theic parents 
^ who are in. the career discussion and interest period. 

At least a day and ia half should be allowed for set-up of displays. Two to 
three days, in advance of display set-up, are required to erect partitions and 
prepare electricat^ring, if such are not readily available. A full day for 
removal of displays*, equipment and clean^-up is also required. Student labor 
groups should be organized in advance to handle 'the many projects. 

A "Fair Board" or "Steering Committee" is required for policy and guidance 
requirements. It should consist of senior local administrators from both 
educational systems, with tepresentation from local arto business and indus- 
trial activities. Personnel frpm the local area Occu^tional Education 
Advisory Council are highly. desirable as paf ticipants • ^ 

The local area bJ^iness associations or service clubs should set up a "fair 
business /industry .exhibitor coordinating committee" to arrange for and 
coordinate commercla]., industrial, service and professional participation, or 
this sector may default. The commercial, industrial; business support desired 
can be initially determinej^ by instructoss. 

A fair operations and coordinating committee, to include public relations 
personnel from the local educational activities, is. needed. This committee 
should be charged with actual preparation for and conduct of the fair. It 
\ must be a Joint committee and requires ehergetic, innovative isupervisory 
personnel. The days surrounding the fair will find this committer Involved 
' full time. ' , . 

. ■ 

Long-range planning and financial support is essential for a successful fair. 
Failure to provide for lead time and follow-up in the business and industry 
sebtor *as well as school displays, can cause these areas to rniske a poor 
showing. ^ 

* ■ ■ 

Police, Fire and .'Emergency services can be readily provided by inviting such 
local activities to participate as part of the Public Service cluster dis- 
plays . ' 



This type fair Involves mucH effort and may be best conducted evety ti^^years 
to be most effective. Since the primary audience Is the total commuplty^ 
there la little to be gained by consolidating Into Reglpnal Fairs If the . 
purpose Is to show the potential students and the community what occupatlpnal 
programs are available In the area. 

A major pxibllclty caioipalgn^ starting about onife month In advance and enqiloylng f 
all available communication media. Is essential to the success of the fair. 
A special target audience Is the Junior high school student.^ A hand bill 
given to all Duplin County Public School children Is attached. (See App. J-2.) 

Invitations to educational activities out of the local area and to business 
and Industry organlzatloifis, signed by the post^secondary, Institution 
president and secondary $chool system (s) superintendent (s) are appropriate* 

It can be seen that participation In this type activity Is articulation In 
every respect and Is an added benefit. During the progress of ^e falr^ 
Instructors , and supervlsoi^ should visit with others In their occupational 
axea as well as with the employer representatives to become better acquainted 
and to see how other programs arevhandled. 

' ■ ■ ■ ' ' ' \ ■ ■ ■ 
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DUPLIN COUNTY OCCUPATIONAL TRADE FAIR 
DISPLAY LAYOUT 




DlSPLIff LEGEND ; 4- H.S. VOC. PROG. (3d Sem. DISPLAY 

1- JR. H^S. CAREER CLUSTER EXPLORATION DISPLAY ^*5- R.S. VOC. PROG. (4th Sem.) DISPLAY 

2- H.S. VOCATIONAL PR0GRAM(l8t Sesh.) DISPLAY 6-^JECH INST. VOC/TECH ADJ DISPLAY 
O 3- H.S. VOCATIONAL PROGRAM (2d Sem.) DISPLAY 7- "TUS/ INDUSTRY COMMERCIAL DISPLAY 

— ■ ; ^ . , , ^APPENDIX j-vLc^ \ • 



Dear Parent, 



* You are invited to attend 
What: the Duplin Arei( Occupational Trade Fair \ 
Where: Sheffield's Warehouse, H.E. Railroad Streej, Wallace, NorthiCardlina 
When: Friday, April 2, from 1-9 p.m. ' 

You have no dt>ubt thought about career choices ypiir children are going to make. 
Perhaps you have thought about other career possibilities for yourself. In either case, you will 
want to mark April 2 qn your calenjlar as the day to attend the Duplin Area Occupational 
Trade Fair. " 



WHATS IT ALL ABOUT ? . 

The Trade Fair will feature displays representing 
\, occupational programs offered by Duplin County • 
Public Schools and at least ten'Eisistern North Carolina 
Technical Institutes, Community CollegeSr.and four- 
year universities. These displays will be manned by 
students and instructors who will discuss, and in 
many cases, provide a demonstration of a particular 
occupational task. Displays featured will include 
Business Education, Building Trades. Cosmetology/ 
f Marine Science. Fine Arisand Humanitic9;,and . 
many more. Represientatives from the Apimed Forces 
and local National Guard Units will also man booths 
to discuss the career training they offer. 



WHYAT^ADEFAIR? 

The purpose of this Trade Fair will be to publicize 
tastudents, the general publiCi and potential 
employers-the occupational training programs 
offered in Duplin County and surrounding counties. 
It is cooperatively sponsored by James Sprunt 
Institute, Duplin County Public Schools, and 
area businesses and industries. 

/ 

EXHIBITS . . 

We think that you will. find ttio 'wagon wheel' layout 
. unique and easy to follow. Exhibits comprising each 
spoke in the wheel follow a sequential* progression 
from early training to occupational employment. 



^ As you brpwse jhrough the various occupational program rftsplays you may enjoy— 

«" • " ' ■ . . • ■ . . * • • 

MUSIC provided by the East Duplin; James Kenan, North Dupjin. and Wallace-Rose Hill HMjh School District Bands 
and the Departments of Music, the University of North Carolina at Wilmington and East Carolina University. 

» ■ and 



REFRESHMENTS and PLATE DINNERS throughout the day served at a nominal charge. 

. . ♦ • ' ' ' . 

We encourage you and your entire family tq attend the Fair. Admission is FREE; We believe 
ths^t you will &id the Duplin Area Occupational Trade Fair educational, informative, and entertaining. 
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ADVISORY AMD PROGRAM COMMITTEES 



>Local Area Connilttees 

J 

1. FimctloM of Executive Secretary Should Include ; 

a. Providing necessary administrative support for coomlttee, such 
as typing, prepare correspondence, serve as office of record, 
do necessary reproduction, recbrd committee meetings, make 
travel, vouchers for committee members, prepare committee bud-* 
get, etc' ' ' 

b. Providing necessary logistical support, le: office stq)plles,« 
arrange for facilities for committee meetings. 

c. Handling committee correspondence for committee chairperson. 

d. Authenticating local area certificates of occupational quali- 
fication. 

e. Arranging for committee meetings with concurrence of cosnlt- ' 
tee chairperson.' 

f . Arranging for committee review of state proposed changes to ^ 
curriculum of interest and program instructional objectives 
guide . 

g. Inl!tiating action with craft advisors and teachers /instructors 
for craft advisor replacements as necessary. Arranging for 
Joint approval, letters of invitation aad appointment. 

h. Sd>mlttln^ nami8s of ;k local atea craf t^ advisor and/or voca^ 
tional teacher/occupational instructor for the state advisory 
and program committee, based upon committee^ selection and 
appreciate local administrator approval. 

1. Beep^g the committee members infcArmed regarding item^ of com- 
mittee interest. " 

j. Arranging and coordinating centralized testing phase of eval- 
uation of program students. "Obtaining necessary test items 
from teachers/instructors. 

2 . Committee Operations Include ; * 

a. Meeting at regular iitervals to discuss program, changes, prob- 
Vlems, and Job opportunities versus student inpu£ to program. 
(Meet at least annually, but preferably twice a year — fall and 
spring.) 

b • Reviewing all program material developed by the state committee 
and determining response (s). 
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Electing a craft advisor^ a sedqpdary member vocational 
teacher and a post-secondary member occupational Instructor 
for regional nominees as members of state advisory and program 
committee. 

' ■ ~" , ' * 

d. if the program Is unique to the lopal area and has no counter- 
part elsewhere In the state, performing necessary actions^ to 
develop an Ins true tibnal objectives guide as the state commit- 
tee for the program. 



B. State Advisory and Program Committees 

' 4 

1. Qualification of Nominees for State Advisory and Program Commltstee 

a. Teachers /Ins true tors - Best qualified based on technical 
experience 9 formal education and highly recommended as an 
Instructor. Should provide for a cross-section of occupa- 
tional esEperlencQ to ensure that some members have recent 
work experience or refresher training In, occupation 
related to program. ^ 

b. Occupational (Craft) Advisors - Fully qualified from a 
technical standpoint with several years work, experience 

at the top skill level. Have good reputation In the state 
association for business or Industry and acceptable as a 
spokesperson for that occupation'. 

2. Selection of Members (Large Programs) ; 

a. Select one secondary Instructor from nominees from local 
: area comnlttees In each educational platmlog region. 

\ b. Select one post-secondary Instructor from nominees from 

local area commlttees^ In each educational planning /region. 

c. Select one craft advisor from nominees from local area 
committees In each educational planning region. 

' d. Select vocatlonal/dcctipatlonal education staff pei^son from 

either state educational department tislng a Joint icomoilttee 
. set/iq) to appoint occtipatlonal consxxltants and cuifrlculum 
. < specialists from the state j^taffs to advl&6ry and t program 
committees. The Individual should be placed on those 
committees which are In or related to that personfs primary 
area of occi^atlonal program Interest. A large nUdber of 
programs and relatively small number of occupatioiial staff 
personnel will require most to serve on more than one 
advisory and program committee. 

^ ' j 

' •• e. The committee nenbers should elect a chairperson Ifrom among 
the teachers/lns^tructors . * ! 
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T»nur« of MiaibTa - Initially nuffta should b« appointed for on«» 
tiro and thraa yaara to provlda for ragular chugi of cbatalttaa 
maobara. and to praduda captura of tha comittaa by apacial groups. 
Maw appolntmanta ahould ba aought by tha axacutlva aacratary f roM 
local araa coanlttaaa. It oiay ba daslrabla to pracluda m nntmt 
froB^aalf-auccaaalon, by raqulrlng a braak In tanura of at laast 
ona yaari (For craft adviaora, this Is a casa-by-caaa conaldara- 
tlon If thay ara affactlva and If othar quallflad paraona ara not 
avallabla.) 

Craft AdvlaoCT Utlligatlon - A primary fuactlon of craft adviaora 
la to aaalat In job analyala or validate the taak llatlng or In- 
ventory to be uaed by the program and the Initial entry p«rforaance 
atandarda to be applied to the taaka for occupational qualification^ 
S^everal aourcea nov piibllah taak Inventorlfa. Craft adviaora ahould 
alao determine taak freqtiency and experience leyel of worker nor- 
mally expected to perform the taak. Craft adviaora ahould be re- 
queated to review drafta of propoaed Inatructlonal objectlvea gu£dea 
for adequacy as agulde to development of occiq>atlonally qualified 
peraona. Tool and equipment 11a ta ahould alao be reviewed by 
craft adviaora. 

Utlllaatlon of Vocational/Occupational Teachera/Inatructora on 
State Coaimltteeg - The teachera/lnatructora on atate advlaory and 
program conmltteea ahould have the function of devieloplng the 
. Inatructlpnal objectlvea guide for their progr^, baaed upon 
atandardlsed taak llatlnga and performance atandarda which were 
developed with the aaalatance of craft adviaora. 

Timing of State Coimnlttee Maetlnita - Those meetings Involving pro-- 
gram davelopiAent should be conducted after the end of the secondary 
school year to provide vocational teadbers the opportunity to tneet . 
for several days without iidss^g acAoiol or >ayln^ a STsbstltute. As 
a rule » advisors should not be. requested to meet for more than one 
dey at a time In iny one week. Post-secondary ins trtic tors, ahould 
not be required to meet for more then two consecutive 8-hour days 
per week If tiiey are ^alao teaching. 

Executive Jecretary Functions for State Committee Include ; 

a. ; Providing committee adml^iatrative s^^port to Include an 

office of record 9 t3^1ng, notificatlbna of meetings » prepiairing 
and aubmitting coim&lti;ac2 budget » preparing necessary travel 
and 8ii>8l8tence vouchers* 

b. Providing or arranging logistical aupport to include: 
reproduction of commit tte-developed producta* meeting 
facilities 9 office ai^plies^ maili out final products of . 
committee. ^ 
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c. Arranging coordination of comnvVttee prbSlMStB wt^ 

ite staff personnal in the Department VliWlq.IijatHctlon 
and phe Department of Cowminftty Collogea,. 

d. Sending committee products to lacal area coortitts^d for* 
review and cpmment prior to publication. Re^ponaed liduld 
be requested from a llml'teS number . of ^ local* commltXaes.' 
(Could^ employ a random samplfe-jiechnique to detenrine who 
responds.) To prevent loss <>f local, are^ support and 
Interest, those local committees not asked to respond should 

^ not be precluded from so tlolng. If they choose to comment. 

e# Coordlnatlng^wlth the committee chairperson , to arrange com-- 
mit tee, meetings. (On occasions committee business , partlcu- 
* larly with advisors, may be adequartely conducted by mall.) 



f. Requesting nomination^ 'for state committee membership from 
local area committees. 

g. * Pending organization of Initial committee submit recommended 

membership to both State Department administrators for ' 

approval. Once members are selected, the State Board of 

Education or by joint action, state level educational admin- 

JLdtrators fihould be requested to make such appointments 

official. Onde the committee is opera tlpnal, the meid>ers should 

choose replacements from nominees and then siibmit same for 

final approval and appointment as provided initially. ( 

h. ^Serving as editor of committee products or arranging for 1^ 

such services. ' 

^ 8. Those educational > regions having no local area committees in a ) 
specific prqgram would not be expected to particij^ate in state 
committee activities. , - - > . - 

■ . . • - ' ■ ^ . ^ ' ^ 

>^9. To preclude inefflc^nt use of personnel and to reduce costs, 
where development ^tlvltles can be performed by smaller groups 
than the full committee, subcommittees should be established by 
coamittee action to handle situation, 4blle ensxirlng sufficient 
secondary and post-secondary participation. 

10. Organization of Committees for Small Programs Having Limited 

Participation - For those programs of instruction peculiar to one 
(or two) community colleges/technical Institutes, the local 
institution advisory committee, t^ include the in6triictor(s) , 
would also constitute the state advisory and program committee. 
If any high schools in the state, regardless of location, also 
conduct that program, it would be appropriate to include their 
instructors and selected advisors as part of the state committee. 

11 State Committees for ProftramS: Having No Secondary Participation - 
For occupational programs which are ta^ht only at the post- 
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••condary l«v«l, a local arfa advisory coanittpa should bs 
aatatUshad without sacondary. liVsl partlclpatlonr, with th# 
posslbla axcaptlon of sacotidary guldlmca pouriaalors. A stata 
laval coni|4ttaa woiild ba inada up of rapraaantatlvas from tha 
advisory and program conmlttaaa of tha poat^aacondary Inatl- 
tutlona that conduct tha program. 
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UNTU 

Jmm tpiwie iMtituu 

iMBlMtiw for 
OeoupatloMl ft^m Coon* OMdlt 



It !• 11^ peliey of thio laotitutlofi to posiit oyplieoBto for oco«p»- 
tioMl ffogrvi ontollaMt, vbo 4o not h«vo ortiottlotod pronriB oortif- 
ioUM of o <H M | i | |w m oo^potOMTi to rofnoot OMtmHoa (dialUat*) 
for a^ Pioii oii<it f or ooeiip«tlok««l eouwof (iMtoad of tAlog tlM 
oo«no(o)) irtiidi oro eoivonoBtk of thoir pro|roa of tatoroot. It io 
tho rtopoMftiXlty of tlio oppUcoat to provo tiwt.ho ohooU bo toito<. 
^wtlfiootioB for ioeh oetta voidd laolndo ono of tho followlagi 



I. toceooifol eoivlotioo of a Uko oo«roo or pvofr«i of 

imtruettoD io hiih odMoli « 
I, fMooofful ooaplotloo of a llko eovroo or prbgrai of 

laotroetloB la aa aiaod forooo oonrloo fohool or traia- 

iai aativltjr irtiioh iaeliido4 tho •oovroo ooatoat aad pro- 

yri4fU tlw oouroo dbjootivo eoapotoaoioo , 
S. Bm had «oxk oxporioae^, to iaelvte tho U. 8. ArMd 

lorvicoo, vhich zaqulcad porfdraoaoa of at laoat 90X 
. of tha taako eoiltaiaad la tha job taak llptlag for tho 

ooinao(f) mdor eoaoidoratioa rMoltlag ia davalopaiat . 

of tha oouroo y^joofelira oo^pataaogft 

lovally thara la llalt to ^t^a au*ot of eouraoo you eaa dhallaaco. ^ 
A ioeooaaful cbalxh^ rooulto la full oouroo hour ezadlt, but gradoo 
mi quality polato ara aot wardad la ouch caaao. . lha boaaflt to poa 
la that yon do aot havo to tdca tho couno If you art oueeoooful aad 
you eaa eoaplou tha prograa oooaor or tiko othar eoiucaao of lataroot. 

tho oouroo (iootruetlonal blodi) took llstla|i for artlcidatod pxograaa 
ora ooatalaad la tho Oeeupat^onal Taok Porforaoaco locord Card avalUbla 
vlth thla fom aad/er la tho laotxuetlMUlf Ob^octl<«ao Guldo for your pr»» 
groa^of lataroot, oa haad at tha couaoaior*o ^floo nd tho eouioo lai- 
otruptor*o of flea. For aoa-artleiilatad progrMo It !irlll bo aocoooasy to 
ronriow ceuTiO objoetiirao. It will bo tho roopoooiblllty of dia doparfiaait/ 
laatioetor for your prograa of aarollatat to dauxalaa If your juotlflca* 
tioa(a) for Advaacad Standlag Profldoacy grwrinaHoa lo/ara adoquata to 
JuotUy tho toot^ offort. 

If you eoBoldor tho abova to apply to you. Hot on tho attachod, tho eoa(oa<a) 
yonvlah to diallaaga aad tha aaaaa by ahldi you daualopod tho coppotoaqf. 
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VQIIIfT 101 miMCMD 

ixAHDtiM rioncxBict ntT 

(rUat* Print or Typ«) 



flDOlAII Zl IHZfil BDOIiLZMQl 



Count (p) oh»lX«ago4 by 
■ebool «at«log titlo «Bd 
ntal^of I <li«t Boloif) 



lipt oooh eouno efaoll«na*<i ^ 7^ 
•d tho Job qualification olaind Cbat vill aupport 
your raquaat for diallant* ajundaation of a apaoi* 
fie ooun«» it I (1) by a oouno of inatruetion in 
a neogniud bii^ aohool, (2) by on tha Job traia- 
ini, or (3) by Job osparianeiPonly. If fron a 
high aehool or copnaity collaia/tadmieal inati- 
tuta, ate, ahew eourfo naaa, nuiAar and traaaeripc 
gradf and houn (aoMatan) orodit. If military, 
ahov adlitaxy o«oti^«t^oBal apaoialty nuiribar arardod 
Id tninina or aehool aotivity, ^0 



pnit Iko fprf^: 
took farforpanoa 



rnanea ataadarda to bo aat whan tea tod for eouna credit an thf 
atandarda nquind for Job qualification by tha aviate anployor. 

(Qao Sa-vorao -f id« if Veceaaacy) - 
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1 1 FloriCIDICY (CHALISIOI) IViiLU/lTIOM U8DLT8 
m\ ADDUISi 



I 



Couni or Artlculitid lloeki of Initniotioa in Vhlch Ivauitid 'ind biuiiii (Uii iddltlooil ptfu If riqulnd) 

iMulti- Citdlt 
Cwwt ttlock) Titli igt^t i^gUMl !S!M Pitt 



X 



■P 



r 



I cir^lfl^lt tfat itinkfit MMd vu iviluatid for moU cndlt la tht eoonid) llitid ibov#oD thi diti(i) 
•how. Thi iviluatlon rnulti nd cndlt houn mgMm m Indlutid. tlhin mluiCid m "Onquillfiod" 
mf no cnVlt wirdid, thi itudint ibotild hi nquln d to tAd thi eouni(i). . 

81pittiri(i) ^llultlB| loitructorCi J 
_ fte.Ro. 



JOINff i^ESOLUTION 



JAMES SPRUNT INSTITUTE 
BOARD OF TRUSTEES^ 



DUPUN COUNTY 
BOARD. OF EDUCATION 



The James Sprunt Institute Board of Trustees and the Duplii 
County Boajd of Education met respectively and unanimously adopted 
the following Joint resolution. 

' \\ , ; ■ \ 

WHEREAS, it is recognized that secondaxy and post-secondary 
institutions should provide wel}- coordinated occupational education 
programs' for their students; and 

WHEREAS, it is recognized that the need exists for better 
cooperation and coordination of such programs between James Sprunt 
Instltii 16 and the Duplin County Public Schools; and 

WHEREAS, the aforementioned agencies have been awarded a 
$37,200 grant by the North Carolina State Bo^ of Education for 
the piirpose of improving articulation eff(>rts and developing a model 
articulation plan for use throughout North Carolina; 



NOW, THEREFORE, BE IT RESOLVED 



;^that these boards hereby fully endorse the concept of 
articulation and to furthermore pledge their determination to 
successfully accomplish the objectives of this project* 




lalrman 

.Dujplin County Board of Education 



- December 11. 1974 
Date 



October 14, 1974 



Date 
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A RECOHMBMDED SEQUENCE FOR INITIAIIN6 CUBRICULUM 
ABIICULATION ACTIVITIES IN LOCAL EDUCATIONAL. 
ASEAS OF NOSTH CABOLINA 



The Initiation o£ efforts to articulate occiq>atlonal ediu:atlon programs of In-', 
structlon between a conminlty college/technical Institute and the local area 
hlg^ schools requLte's a series of recommended sequential actions. Most of 
these actions are described In detail In the State ?llot Model Articulation 
Policies and Ptocedurea Guide. That document la the reference used In tfie 
follovlng chrcmologlcal outline of r^Aframiended curriculum articulation activi- 
ties. tRith idLnor title changes, the cation column can also be applied to 
State level educational staff articulation activities.) 



Time 


Action 


Reference 


Ki^rdi-Aprll 
(First Tear) 


» ■ ■ ■ ' * 
President and Supc^rlntendentCs) Jointly 
^ agree to articulate one or more pro- 
- grams 


Concept f. Item la 
Page, 9 

■ i 


Aprll-^May 
(First Year) 


Board oif Trustees and Board (s) of Edu- 
cation announce Joint support of 
articulation effort 

^ ■.■ 


Concept: Item la 
Page 9 . .-■ 


April-May 
(First Tear) 


' Organization of Joint \^tlculatl6n 
Coordinating Conndttee , 


Concept I, Item 3, 
Pagril; 
Appenidlx A 


May \ 
(First Tear) 


■ ' ' . .' ' ■ • 
Local administrators, supervisors, coun- 
selors , and vocatlonal/flpcupatlonal 
education. Ins true tors programs to 
be articulated are glvdr detailed 
orientation and copies of the Articu- 
lation Policies and Procedures Guide 


Concept I, Item 3, 
Page 11; 
Appendix A 


(First Tear) 


Organization >of Joint Occi^atlonal 
Education ^vlsory Coimilttee 


, Concept I, Items'* *^ 
Pages 10-11 


May 


Organization of an Occupational Advisory 
and Program Conmlttee for each program 
to be articulated 


Concept IV, Items 
1-7 

Pages 25-30 
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Action 


Reference 


May 
(First Year) 


• ■ , , ^ - : - ■ ■• 

Board of Trustees and Board (s) of Educa- 
tion announce joint appointinent of 
appropriate Occupational Advisory and 
Program ConmitteeCs) 

■■■■■■ ' ' ■ ■ 


Concept T7i Item 2e 
Pagfe 27 


Hay or JtdiB^ 
(First Tear) 


For programs already articulated in other 
areas ^ vhere an. liistructlonal objec- 
tives guide has been developed, the 
local occupational advisory and program 
comnitftee meets to review that guide to 
determine if any local area taslt^dlf*- < 
f erences should be added as instruc- 
tional objectives^ " / ft 
• ■ ■ ' 


■ - , u 

Conccspt IV, Items ./ 
2-3b 

Pages 26-27 

> - 

,■• ■■ ' ■, ■ • . . ■.\.f • 


- Hay . . °: 

* ♦ 

(First Tear): 


Where a 'program has not been articulated 
and !several ob^r local ar;eas hal!ve ^an 
Interest in articulating the program, 
'identify the Instructors and advisfors 
for the program to be articulated to 
participate in State-level program 
development actions 

' \ " ', \ — • 1 ■— i— . ^ . - 


Concept IV, Item 3a^ 
Page ?7 ^ 


June-July 
t 

(First Year) 


^tate Occi^atioiial Advisory and Program 
Conmlttee(s) peet to develop task inven- 
tories and approprlf^e draft instruc- 
tional objectives gulde(s) for programs 
not articulated. The new joint guide 

is to be used the: fdlloiring school' year « 

. . ' ' ' 


Concept IV, Items 
4,5,6 
Pages 28-29 

Concept II , Item 2 ; 
Appendix B 


Juije-July , 
mrst Year) 


Draft guides are distributed for review 
to certain local Occupational Advisory 
and Program ComnitteeCs). Changes in 
appropriate instructional objectlveiB 
guide(s) if any are submitted, to the 
state program cotmittiee. 


Concept IV> Item 3, 
Page 27; ^ 
^ Appendix R ' 

. . ■ 


July 
(First Year) 


State committee reviews draft program 
guide comments ^nd approved final 
guide for publication 


Concept IV, Item 5, 
Page 28; 
/Appendix K 


August 
(First Year) 


Printing of draft, stateWi^ joint 
instructional objectives guides 
developed in June meetings. l n o 


Concept IV, Item 4d, 
Page ?8; 
Appendix K 

s 



Time 



Action 



Reference 



Attgtist * 
^^Firet Year) 



State dommittee developed Instructional 
objectives guides proylded to all 
instructors, supervisors, deans, 

' directors, coxinselbrs and prlnclpalk 



Concept fVj Item 44 

Page 28; ' 
Appendix K 



Septemb*er- 
•June ^ 

(First Year) 



Instructors use Instructional objectives 
guides to vteach that part of program 
^Ich instnictor /capabilities and time, 
facilities and equipment, and other ^ 
resources allow 



Concept II 9 Items 
3 and 7 

Page 18 



Local' 4^stitutio^^^otkd\^^ regular pUbllc 
\ Infoinnatlon prpgrams to Inform communl'** 
ty of articulation efforts ^ ^ 



Sept^nfcer-., 
: June 




' doncept 'l ^ Uemis 
^ 2 and 9 1 ^ 
Pages iKand 17 

Concept II Item 7 
Page 24 



Seipteinber ' 
(First Year) 



Determination of Instructor iise of 
• guides 




t I, Item 3 
Page 11 



^ Concept II, Item 7 
Page 24 

Concept V, Item 2, 
Pages 31 & 33; 
Appendix G 



September 
(First Year) 



^l^etepliinatloja of pounseloip^ awareness 
of articulation activities and 
potentials 



.Concept I, Item 5 
^ ' Pagea 11-12 



September 
(First Year) 



Issuance of occupational ^task perfor- 
manoe cards to students as well as 
their orientation to personal benc'- 
flts of articulation 



Concept y. Item 4 
. Page ^32 



September 



(Fiyet Year) 



practice and publicize the proyision 
of advanced^ credit for occupational 
qualificatibn ' - v 



Concept I) Items 
1-3 

> Pages 1?-15 



Decenber 
(First Year] 



Determine desirability of conducting a 
joint"" occupational trade fair 

. ■ — t'JU 



Concept I, Item 10 
Page 17 



TliDe 


Actxon ' n ^ 

.. - I \ . ^ 


\ Reference 


(Second 
Year) 


xnxrxare pxannxixg^ xor jpinc cqxizt&ixzbcl 
testing activity / 


* 

uoncept V, item 
Page 31; 
Appendix G 


narcn . 

(Second 
Year) 


Conduct trade fair (if determined «^ , 
feasible) 


uoncepc 1 y icem xu ^ 
Page 17; 
Appendix J 

■ . * ■ 


April— May . 

(Seqond 
year) 

V--.- V - • 


Organize and. conduct centralized testing 
activity 


uonc^pr V , citem z , 
" . Page iiii * 
Appendix G 


(Second. 
Year) 

r • 


Occupational Advisory and Progrcitt;Coi3tt- 
idltteeCs) suggest (s) changes in 
appropriate ina^fcructional objectives 
guide (s) 'for the following year usage 


uoncepu IV , xtem 
Page 27; 
App^dix K 


Juae • 

(Second 
Year) 


■ i— : ' ' " '-' " -■ .. .1" — - 

Local Joint Articulation Coorciinating 

Articulation Policle| anci Procedure©^ 
Gxiide and recommend ^^flchariges' (if an^) 
for the fallowing year 

— * 2^ 


Concept I, Item 3, 

* age J-O. J 

^ ' Appendix -A 




NOTE: If agreement^ to articulate be reached earlier than shown on the 
sequence time schedule, the timing of preliminary actions, up to 
the end of the. public sphool year, vrould be adjusted. State 
level meetings of joint committees, lasting more than one day, 
are best held after the. end of the high school year.' 



